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1. [bookmark: _Toc387694942][bookmark: _Toc387736807]Overview of the ANCP
[bookmark: _Toc387305906][bookmark: _Toc387339241][bookmark: _Toc387694943]Introduction 
The Australian NGO Cooperation Program (ANCP) is the Australian aid program’s largest support mechanism for Australian development non-government organisations (NGOs). Through the ANCP, the Department of Foreign Affairs and Trade (DFAT) partners with Australian professional development NGOs to implement their own development and poverty alleviation programs overseas. To receive funding through the ANCP, NGOs must be accredited by DFAT. 

To become accredited, NGOs are required to undergo a rigorous assessment of their organisational structure, systems and philosophies. The accreditation process aims to provide DFAT and the Australian public with confidence that the Australian Government is funding professional, well managed, community based organisations that are capable of delivering quality development outcomes. 
[bookmark: _Toc387305907][bookmark: _Toc387339242][bookmark: _Toc387694944]Goal
The goal of the ANCP is to subsidise Australian NGO community development activities which directly and tangibly alleviate poverty in developing countries.

NGOs are responsible for the design, delivery, monitoring and evaluation of activities, submission of reports and acquittals and for fully accounting for funds provided by DFAT.
[bookmark: _Toc387305908][bookmark: _Toc387339243][bookmark: _Toc387694945]Timeframe
The ANCP has been supported by Government in some form since 1974. It can be reviewed at any time at the discretion of Government or DFAT.


[bookmark: _Toc387694946][bookmark: _Toc387736808]Accreditation for Australian NGOs
[bookmark: _Toc387305910][bookmark: _Toc387339245][bookmark: _Toc387694947]Introduction 
Accreditation acts as a front-end risk management process which enables NGOs to participate in the Australian NGO Cooperation Program (ANCP). 

It is one component of the Government’s risk management strategy and can also be seen as part of industry self‑regulation, along with the Australian Council for International Development (ACFID) Code of Conduct for Non-Government Development Organisations.

Accreditation allows DFAT to assess Australian NGOs’ capacity to meet the terms and conditions of a head agreement (contract) with DFAT. Accreditation is also a capacity building tool which enables NGOs to reflect on and improve their own performance.
[bookmark: _Toc387305911][bookmark: _Toc387339246][bookmark: _Toc387694948]Pre-requisites for Accreditation
An Australian organisation that wishes to apply for accreditation must meet the following eligibility requirements:
· be an Australian organisation with an Australian Business Number (ABN) issued by the Australian Taxation Office;
· have applicable Deductible Gift Recipient (DGR) status (under ITAA 1997 s30-85 Developing Country Relief Fund or ITAA 1997 s30-80 International Affairs - Specific);
· be a signatory to the Australian Council for International Development (ACFID) Code of Conduct[footnoteRef:1] ; [1:  http://www.acfid.asn.au/code-of-conduct/code-of-conduct ] 

· demonstrate a minimum two-year track record of managing development activities; 
· have a recognised development expenditure (RDE) of $50,000 minimum, averaged over three years, if applying for base accreditation; or a recognised development expenditure of $100,000 minimum, averaged over three years, if applying for full accreditation; and 
· complete and submit an on-line application for accreditation, a preview of this form[footnoteRef:2].  [2:  https://ancp.smartygrants.com.au/Acc2014 ] 

[bookmark: _Toc387305912][bookmark: _Toc387339247][bookmark: _Toc387694949]Types of accreditation
NGOs can seek accreditation at either base or full level. While the criteria are similar for each level, NGOs applying for base level accreditation are required to respond to fewer criteria than those applying for full accreditation. The amount of ANCP funding available at each level differs according to the level of accreditation.

If an accredited Australian NGO wishes to continue to access DFAT funding, and in particular ANCP funding, it must reapply for accreditation every five years. DFAT will alert accredited NGOs up to 12 months before the end of their five year period of accreditation. NGOs cannot upgrade from base to full accreditation until further notice. 



Base accreditation

Base accreditation is not as comprehensive as full accreditation. Small organisations or organisations new to accreditation applying for base accreditation are not expected to have as comprehensive a capacity, as extensive a track record, or systems that are as robust as those that larger, more established NGOs applying for full accreditation might have. 

Organisations applying for base accreditation must have a minimum recognised development expenditure of $50,000, averaged over three years. Base accredited NGOs receive a fixed amount of funding as an accreditation factor. The accreditation factor is capped at a maximum amount per organisation per annum.

Full accreditation

Full accredited NGOs must respond to a greater number and more comprehensive criteria than those applying for base accreditation. Full accredited NGOs receive a higher fixed amount as an accreditation factor, plus a ‘volume factor’ proportional to their average recognised development expenditure compared to all full accredited NGOs. 

Organisations applying for full accreditation must have a minimum recognised development expenditure of $100,000, averaged over three years.
[bookmark: _Toc387694950]The Committee for Development Cooperation
The Committee for Development Cooperation (CDC), established in 1975, is a joint Department of Foreign Affairs and Trade—Australian Aid/NGO advisory and consultative body made up of members from the NGO community and the department.

The role of the CDC is to:
· review NGO accreditation reports commissioned by the department; the Chair on the CDC makes recommendations to the DFAT delegate on accreditation of NGOs 
· provide advice on accreditation criteria and ANCP policy; and 
· act as an advisory and consultative body to the department for professional development of the Australian NGO community on issues of concern to that community.

More information on the Committee for Development Cooperation (CDC) is available on the DFAT website, at http://aid.dfat.gov.au/ngos/pages/cdc.aspx.
[bookmark: _Toc387305913][bookmark: _Toc387339248][bookmark: _Toc387694951]Accreditation process
Following an Australian NGO’s submission of an application for accreditation, DFAT contracts a team of external consultants to conduct a desk assessment and organisation review.  

1. The NGO application is a pro forma that must be completed by all Australian NGOs applying for base or full accreditation. It is the means by which the NGO presents all documentation relevant to the accreditation criteria and is the basis for the review team’s desk assessment. 

2. The review team conduct a desk assessment of the NGO’s operations, systems and capacities. The team leader will provide a report and make a recommendation about whether the NGO has responded satisfactorily to each of the accreditation criteria. 
a. If it is recommended that accreditation status is unlikely to be granted, the NGO will consult with DFAT on whether to proceed to the next stage.

3. An organisation review is undertaken for both base and full accreditation. The review provides the opportunity for discussion between the NGO and the review team on any issues raised in the desk assessment and enables NGOs to provide further clarifying material.
a. The review usually involves a two to three-day visit to the NGO’s head office (in Australia). 
b. The review team prepares its final report, and the NGO has an opportunity to comment on the report and recommendations before it is presented to the Committee for Development Cooperation (CDC) for endorsement.

4. Consideration by the CDC
a. The CDC considers the organisation review report and the NGO’s comments, if any, at its next meeting after the organisation review. The CDC will then make a recommendation to the DFAT delegate through the CDC chair.

5. DFAT Delegate decision
a. The DFAT delegate makes the final decision to grant or deny accreditation. DFAT will inform the NGO of the delegate’s decision as soon as possible after the CDC meeting at which the organisation review report is considered.
b. Following a decision by the DFAT delegate on accreditation, the NGO may write to the delegate stating the grounds for disputing the decision and requesting reconsideration of the decision.
c. An NGO that gains accreditation will be invited to sign a head agreement with DFAT. The NGO will then be eligible to participate in NGO funding opportunities immediately. However, DFAT will only allocate ANCP funding in the next financial year when indicative planning figures for all accredited NGOs participating in the program can be calculated. Indicative Planning Figures are subject to the Government’s Budget appropriation for the ANCP, and the formula used to calculate the distribution of available funds each year.
[bookmark: _Toc387339249][bookmark: _Toc387694952]Contracts with NGOs through the ANCP
The Head Agreement enables DFAT to enter into Funding Orders in relation to ANCP funding or funding under other grant programs. Each Funding Order will outline the implementation, accountability, reporting and evaluation requirements, as well as the value of the grant.  
More information on the accreditation process is available on the DFAT website.[footnoteRef:3] [3:  http://aid.dfat.gov.au/ngos/pages/accreditation.aspx ] 

Please note that this document replaces the ANCP Guidelines and Guiding Principles. When considering Head Agreement obligations to DFAT, this Manual should be considered alongside the Accreditation Guidance Manual, RDE Explanatory Notes and other relevant DFAT policies listed in this document (see Page 65). These documents form the NGO Package of Information identified in the Head Agreement.  

[bookmark: _Toc387694953][bookmark: _Toc387736809]Development Approach 
[bookmark: _Toc387305916][bookmark: _Toc387339251][bookmark: _Toc387694954]Objectives and Focus
Activities funded by the ANCP must aim to alleviate poverty. Organisations should give priority to activities which focus on one or more of the following:

· income generation - including microfinance, microenterprise development, and small business development;
· gender equality – including women’s role in decision making and leadership, ending violence against women and girls, women’s economic empowerment and advancing equal access to gender-responsive health and education services;
· basic education and training - including literacy, primary, and non-formal education;
· health – including cost-effective interventions to support better health for individuals and stronger health systems;
· water supply and sanitation - including maintenance of water quality;
· disability inclusion;
· rural and other poor - including the development of agriculture and basic services and capacity building of community organisations;
· disadvantaged groups, particularly women and children - including assistance to prevent violence against women and children, child labour, and the situation of minorities and marginalised groups;
· good governance and promoting civil society - especially where constraints of this nature are clearly limiting people’s ability to meet their basic needs;
· strengthening the organisational, planning, management and accountability capacities of local NGOs;
· management of the environment and natural resources on a sustainable basis - including soils, water, fisheries, habitat and forests; and
· renewable energy and appropriate technology.

In achieving these objectives, the ANCP also encourages the following outcomes:
· increased efficiency and effectiveness of NGO programs and improvement to their developmental impact;
· wider use of the skills, resources and commitment to poverty alleviation and sustainable development which exist in the Australian community;
· Australian community involvement in overseas aid programs through Australian NGOs;
· strengthened links between Australian and local organisations in developing countries at people-to-people level; and
· strengthened goodwill between the Australian community and the communities of developing countries.
[bookmark: _Toc387694955]Eligibility
To be eligible for funding, activities must:
· have a strategy to ensure the development outcomes will be sustainable by the end of the activity;
· where possible, use existing community structures, be implemented by local or Australian NGOs acceptable to the national or local authorities of the country in which the activities are planned, and be consistent with the country’s development policies;
· provide channels for Australians to contribute directly and meaningfully in international development efforts through voluntary activities and financial support;
· encourage and facilitate community self-help and self-reliance through local participation in defining goals, formulating development strategies, contributing to costs (including contributions in-kind), and in the implementation and management of such activities;
· ensure that the specific social and economic needs of both men and women are addressed and that opportunities for women to participate as decision makers in determining objectives and types of activities are increased;
· provide good value for money;
· use successful conventional or innovative approaches to problem solving which have potential for wider application in other communities;
· strengthen counterpart organisations in developing countries so as to enable them to sustain activities after Australian assistance has ceased;
· benefit groups selected on the basis of need - not on religious, sectarian or political grounds;
· encourage sound environmental and ecological practices; and
· encourage good governance and respect for human rights.

Approval will not be provided for activities which:

· are determined reasonably to be contrary to the interests of the Commonwealth of Australia;
· subsidise evangelism or missionary outreach;
· support activities by partisan political organisations;
· support independence movements;
· provide direct assistance to unions to organise industrial action and give direct material assistance to striking workers (while not precluding activities in the areas of labour unions institution capacity building, training and advice, activities of this nature are subject to additional approval);
· involve welfare activities (welfare is defined as care and maintenance, other than in refugee and emergency situations, which aims to maintain people in a particular condition on a longer-term basis. Substantial and broad impact on social and economic conditions in the community is not normally expected from welfare programs. Welfare is typically provided to an individual or family basis including home-based and institutional care programs, such as those provided by orphanages, homes for the elderly, hospices, support to the disabled, and the provision of food for those who are destitute);
· have a significant component of professional salaries at Australian or 'expatriate' rates;
· are for emergency relief activities;
· are for recurrent costs - unless there is a convincing plan to ensure the recipients will be able to take over those recurrent costs within the life of the activity;
· are currently funded under other Australian Government programs - NGOs seeking DFAT funds must declare all other proposals or sources of Australian Government funding which may impact on the activity;
· involve retrospective funding;
· provide medical or clinical services without:
· established clinical governance arrangements for managing clinical risk and ensuring best practice standards;
· medical liability insurance or equivalent in place; and
· appropriate approval from the host country.
· do not comply with the guidelines set out in the Family Planning and the Aid Program: Guiding principles[footnoteRef:4] document; [4:  http://aid.dfat.gov.au/Publications/Documents/fam-plan-principles.pdf ] 

· are primarily research focused;
· are focused primarily on the provision of equipment, freight or buildings unless:
· the equipment, freight or buildings to be supplied are clearly part of a broader development program;
· the equipment, freight or buildings to be supplied are appropriate to the environment in which they are to be placed;
· the recipients have the capacity to maintain the equipment or buildings concerned and to meet recurrent costs;
· the NGO has established that effective quality control measures have been used in the selection of goods for freighting overseas; and
· adequate planning has gone into the goods’ use and distribution so as to establish their part in the overall value of the activity.
[bookmark: _6._Indicators_and][bookmark: _Toc387694956][bookmark: _Toc387736810]Sectors and Development Principles 
[bookmark: _Toc387694957]Political, Religious or Welfare Organisations
Funds under DFAT schemes are provided to assist and strengthen an organisation's or a community's development capacity or socio-economic situation. For church, religious, welfare or political organisations, it is vital to ensure development is not delivered for the purposes of religious witness, welfare objectives and or partisan political objectives, but to increase its development capacity.
Development assistance must be provided on a non-discriminatory basis. The acceptance of specific religious or political beliefs or membership in a particular religious or political group must not be a condition for receiving assistance or participating in development programs on an equal basis.
In many situations this may not be an either/or question. Nevertheless, the primary objective of any project needs to be clear and will determine eligibility. When there is doubt, the recommendation is that where multiple objectives are within an activity (church leaders' training including components of development training), then this should be funded from an NGO’s own funds. 
[bookmark: _Toc387694958]Evangelical Activities
DFAT funds are not to be used for programming that is designed to convert people from one religious faith or denomination to another or from one political persuasion to another. Nor should DFAT funds be used to build up church, ecclesiastical or political structures except in circumstances where those structures are specifically designed to provide relief and/or development assistance. In this context, church, ecclesiastical and political structures include not just infrastructure, but could also extend to training or organisational activities.
[bookmark: _Toc387694959]Political Activities
Activities that could be construed as being political are those that involve "party" politics or partisanship. General support for political participation does not fall within this definition of "political"; examples of such general support could include civic awareness campaigns or activities that promote the participation of women as political candidates (without promoting specific parties).
[bookmark: _Toc387694960]Welfare Activities
Welfare means assistance to maintain individuals in a particular condition on a long term basis such as institutionalised care programs as provided by orphanages, child sponsorship (i.e. funds given directly to children or their families, and not funds drawn from child sponsorship used for community development purposes), hospital care programs, hospices, and costs for the maintenance of structures for institutionalised care programs (e.g. schools, orphanages, aged care). For example:
· welfare is implemented independently of other sustainable community development activities;
· welfare has no strategy for integration into a broader, community development program;
· welfare is provided on an individual or family basis, rather than on a community basis, and is unconnected to emergency needs; or
· welfare activities are implemented on an ongoing, long-term basis with no clear exit strategy. 
Activities that conform to the approved definition of welfare are not eligible for funding and may not be counted by agencies in their RDE.
This does not imply any DFAT or Committee for Development Cooperation opinion about the value of welfare activities. The Australian Government provides matching grants under the ANCP for community development purposes only, and not for ongoing care and maintenance activities. NGOs are free to fund such activities using their own resources.
[bookmark: _Toc387694961]Education Costs 
Education is recognised globally by governments, the World Bank and NGOs as the single most important key to development and to poverty alleviation. It is considered development's most basic building block and a vital contributing factor to the alleviation of poverty. Basic education, in particular, is seen as a priority area of the Australian aid program.
The Australian Government, through DFAT, supports the work of Australian NGOs in this sector. Funds are provided to accredited NGOs for basic education, secondary education, non-formal education including adult literacy, vocational training, and advanced technical and managerial training e.g. training of nurses and teachers.
In order to facilitate this support, DFAT will approve the inclusion in RDE calculations and DFAT NGO funding scheme proposals of some recurrent costs for education and training activities which are subsidised by the Australian NGO.
In cases where an NGO decides to include recurrent costs for education and training activities in its RDE calculations and/or funding proposals, the NGO must demonstrate that the recurrent costs involved are vital components of the activity and are necessary in order to maintain the level of education and training activities delivered in a particular situation [For more information on RDE, see Page 20]. Given concerns regarding the sustainability of supporting recurrent costs in development projects, it is up to the NGO to make a case to DFAT.
NGOs should note that the basis for approval of inclusion of recurrent costs in RDE calculations and funding proposals is that such activities are clearly and demonstrably integrated into a broader community development activity and are implemented within an acceptable timeframe. NGOs will also be required to demonstrate to DFAT that they have a clear exit strategy which is reviewed periodically in line with changes in the project and external environment. A brief statement addressing these requirements must be attached to the RDE worksheet in order for recurrent costs to be considered.
[bookmark: _Toc387694962]Recurrent costs in education and training activities
The following are some examples of NGO activities funded by DFAT in which recurrent costs are a component:
· Australian NGOs working in Papua New Guinea are currently involved in the provision of ongoing health and education services at the village level in order to meet the shortfall in the PNG Government's provision of these services. Activities include the training and support of education and health professionals. The focus of these activities is institutional strengthening and capacity building rather than support for individuals. These activities are clearly integrated into the broader development context. Furthermore, even though these activities form part of a long term program with no set completion date, there is a clear exit strategy which is reviewed periodically to ensure that the recurrent costs being funded continue to be a vital component of the activity and are contributing to the achievement of the long term goal of the activity.

· An Australian NGO is receiving funding through the ANCP for a community development program in Africa which includes the provision of short term educational assistance (such as support for school fees, school books and uniforms) to families while they participate in a range of programs that enable them to increase their incomes and capacity to meet basic and longer term development needs. Most of the direct assistance provided to individual families and their children is provided to sustain children's education as part of the Australian NGO's overall, integrated community development program. As part of the exit strategy, school fee subsidies are intended to be reduced and their duration is not intended to exceed the three years for which the activity is being funded.

· DFAT is funding Australian NGOs to deliver institutional strengthening activities in the South Pacific region. One Australian NGO has recently focused on building the capacity of the local NGO community by first building the capacity of the peak body. The peak body is now capable of providing effective, local assistance and training to the local NGOs and community groups. This is having real outcomes on the ground, since the member NGOs are finding implementation and project management much more effective with this training. Currently, some recurrent costs are being covered by ANCP funds. This use of recurrent funds is clearly integrated into a broader community development focus. There is also a clear exit strategy planned. The management plan calls for a gradual shift to self-funding, largely relying on fees for services supplied by member NGOs as well as several other options.
[bookmark: _Toc387694963]Training
For the purposes of the ANCP, the delivery of training (such as year-long specialist courses) to a small number of individuals must deliver benefits to a broader community in the longer term.  For example, training an individual may be justified as part of a train the trainer program, or when that training will deliver significant benefits to a broader community, such as in the case of medical training.
The provision of training or education to an individual which is unlikely to result in a development benefit for a broader community is not supported under ANCP. Any training or education programs must be in line with the community development objective of the ANCP.
[bookmark: _Toc387694964]Buildings and Equipment
Any construction must be an integral part of an overall development plan rather than the primary purpose of the ANCP activity. The construction of buildings will only be supported if the NGO demonstrates that it is necessary to meet broader development objectives. One-off' construction activities not connected with a broader activity, whether for schools, health facilities, housing or other purposes, are not be eligible for DFAT ANCP funding.  
Any building must serve development rather than political, religious, sporting, welfare or factional needs. When any building is added to the 'plant stock' of a religious organisation, some very important issues arise. Will it serve the development needs of the total community without regard to their faith? Will the building and the growing size of the plant be divisive in that community or change the dynamics of the society? 
It is important that local organisations or communities are able to sustain the ongoing use of any buildings and their maintenance costs (e.g. in the case of hospitals, who will fund the medical supplies, water supply, maintenance, electricity, etc.).
Any proposal for funding must specify who will own and maintain the building when it is completed, whether the building is new or a refurbishment, and the cost to DFAT. Ownership of any buildings purchased, or part-purchased with Australian Government funds, must pass to in-country partners during, or at completion, of the project.
Equally, any equipment purchased with DFAT funds must be part of an overall development plan and appropriate to the circumstances in which it is to be used. It is important that local organisations or communities are able to provide the ongoing operational costs of any equipment and associated maintenance costs.  
[bookmark: _Toc387694965]
Gender Equality

Australia’s foreign policy and aid program supports gender equality and women’s empowerment under three pillars:

· women’s voice in decision-making, leadership, and peace-building
· women’s economic empowerment; and
· ending violence against women and girls.

Gender equality is central to economic and human development and to supporting women’s rights. Equal opportunity for women and men supports economic growth and helps to reduce poverty. 

ANCP requires that all NGOs incorporate measures to address gender equality and women’s empowerment in design, implementation, monitoring and evaluation and reporting of ANCP activities.  

For further details please see the Australian Government’s Gender Equality Strategy available at http://aid.dfat.gov.au/aidissues/Documents/thematic-strategies/gender-equality-strategy.pdf .   
[bookmark: _Toc387694966]Health Activities 

The focus of Australia’s investments in health is primarily directed to supporting better health outcomes for people through stronger health systems – so that men, women and children can access basic health services and live healthy and productive lives.  All interventions should be in context of the host country’s health priorities and country plans; and consider the ability to sustain services beyond the life of the activity. 

Provision of medical or clinical services must be context appropriate and consider the medical ethics, feasibility, sustainability and cost of appropriate follow up care; and must be appropriate in countries with low or limited resources for health. 

Any program that includes the provision of medical or clinical services must ensure issues of sustainability are addressed and this must be demonstrated in design, implementation, monitoring and reporting of activities.  The program should incorporate an approach for capacity building of local institutions or another means of working towards ensuring equivalent medical services will be available to the community at the completion of the Australian NGO’s program.  

For activities that include medical or clinical services, evidence of the following must be provided to DFAT:

· approval to provide clinical services in the host country; 
· established clinical governance arrangements for managing clinical risk and ensuring best practice standards; and
· medical liability insurance or equivalent.

Partners that intend to train traditional birth attendants or other lay health workers will need to provide DFAT with detail on the type of training, for example: training to refer women to the formal health system; post-partum family planning; or promoting newborn health. If training of traditional birth attendants is outside of the formal health system, DFAT would need to see strong justification and evidence that activities complement and do not undermine efforts to improve access to skilled birth attendants. Programs that support the training of lay health workers, including traditional birth attendants, must comply with the World Health Organizations guidance on task shifting in maternal and newborn health interventions which can be found at http://optimizemnh.org/ .

The recommendation that skilled birth attendants should support all births has been universally acknowledged and endorsed and, overall, progress is being made in raising rates of coverage. The Word Health Organization (WHO) defines a Skilled Birth Attendant as “an accredited health professional – such as a midwife, doctor or nurse – who has been educated and trained to proficiency in the skills needed to manage normal (uncomplicated) pregnancies, childbirth and the immediate postnatal period, and in the identification, management and referral of complications in women and newborns”.
[bookmark: _Toc387694967]Family Planning and Reproductive Health Activities 
All reproductive health and family planning activities must comply with the Australian Government’s Family Planning and the Aid Program: Guiding Principles[footnoteRef:5].   [5:  http://aid.dfat.gov.au/Publications/Documents/fam-plan-principles.pdf ] 

[bookmark: _Toc387694968]Disability Inclusion 

The Australian Government aims to ensure that people with disability are included in and benefit equally from Australia’s aid program, consistent with our obligations under the United Nations (UN) Convention on the Rights of Persons with Disabilities (CRPD). CRPD definition is “Persons with disabilities include those who have long-term physical, mental, intellectual or sensory impairments which in interaction with various barriers may hinder their full and effective participation in society on an equal basis with others.”

The Australian Government’s approach is outlined in  Development for All: Towards a disability-inclusive Australian aid program 2009-2014[footnoteRef:6]. The strategy provides guidance on how the aid program will meet the needs and priorities of people with disability, who are often among the poorest, most vulnerable and excluded members of developing countries. It supports people with disability to improve the quality of their lives through accessing the same opportunities for participation, contribution, decision making, and social and economic well-being as others.  [6:  http://aid.dfat.gov.au/Publications/Pages/8131_1629_9578_8310_297.aspx ] 

 
The Australian Government is currently in the process of producing guidance to support 
implementing partners to disaggregate data by disability. In the interim DFAT can provide technical advice to partners who require assistance designing a process for collecting disability data which is program relevant. If you would like to access this support, please contact the DFAT ANCP section on ancpau@dfat.gov.au . 
[bookmark: _Toc387694969]Environment
The environment is integral to the economic prosperity of many developing countries as the majority of the population often depends on the natural environment for their food, water, shelter and livelihoods. 
It is a legal requirement for Australia’s aid program to protect the environment.  
· DFAT has an obligation under the Environment Protection and Biodiversity Conservation Act, 1999[footnoteRef:7]  (‘the Act’) to ensure that through our overseas work we are considering whether we are causing, or are likely to cause, a significant impact on the environment and taking steps to reduce any such negative impacts. Under the provisions of the Act, such potential significant impacts on the environment from the implementation of the Australian aid program must be diligently assessed and managed as prescribed under the Act. [7:  http://www.environment.gov.au/topics/about-us/legislation/environment-protection-and-biodiversity-conservation-act-1999 ] 

· The Australian Government is a signatory to a range of international environmental treaties (IETs) and is required to meet obligations under them. The main purpose of the IETs to which Australia is a signatory is to protect environmental resources of international significance, such as migratory birds, biodiversity, seas, wetlands and world heritage sites. 
NGOs, like other DFAT aid delivery partners, must specifically consider environmental issues in each proposal for funding. Projects/programs identified as having potential adverse environmental impacts or located in an environmentally sensitive location or sector will require an initial environmental assessment. A guide to assessing your Environmental Risk is included in the publication Environmental Management Guide for Australia's Aid Program (2012) [footnoteRef:8] .   [8:  http://aid.dfat.gov.au/Publications/Pages/2297_1393_1917_9648_6600.aspx ] 

This Environmental Management Guide sets out the aid program’s environmental management system (EMS), outlining what is required for Australia to meet its environment protection obligations and how to apply best practice in environmental management to Australian aid program activities.
DFAT standard contract and grant agreement terms require contractors and recipients of aid funding to comply with partner government environmental policies, laws and guidelines. Australian aid delivery partners, including NGOs are responsible for implementing any environmental protection measures in order to comply with various aspects of the Act.
The NGO must:
· ensure that environmental requirements specified in its project/program proposal are implemented, monitored and reported on to DFAT;
· ensure all actual or potential environmental impacts relating to its project/program, whether direct or indirect, positive or negative impacts, are assessed and managed to avoid or mitigate negative impacts and promote positive impacts; and 
· through reporting requirements (described below and identified in DFAT's NGO package of information), advise DFAT of any potential or actual environmental impacts of its project/program and comply with all relevant environmental laws and regulations of the partner country.
[bookmark: _Toc387694970]ACIAR and NGO Agricultural Activities 
The Australian Centre for International Agricultural Research (ACIAR) is an Australian Government statutory authority that operates as part of Australia's aid program within the portfolio of Foreign Affairs and Trade. It contributes to the aid program objectives of advancing Australia's national interest through poverty reduction and sustainable development. The Centre encourages Australia's agricultural scientists to use their skills for the benefit of developing countries and Australia.
ACIAR can provide NGOs with information about agriculture activities by providing advice on Agricultural Research and Development in developing countries, assisting NGOs to access the International Agriculture Research Centre network and providing access to regular ACIAR newsletters which provide updates on ACIAR projects, scientific developments and country specific news. 
[bookmark: _Procedures_for_Prior][bookmark: _Toc387694971]Private Sector Partnerships

An increased number of Australian companies are operating within countries and communities where ANCP funded NGOs have existing programs. There may be opportunities to undertake mutually beneficial partnerships that benefit both companies and developing communities alike. 
DFAT encourages NGOs to identify opportunities to foster NGO-business partnerships that use the competencies, assets and knowledge of each partner to achieve a shared outcome, while allowing each partner to achieve their respective goals.
[bookmark: _Australian_NGO_Activities][bookmark: _Toc387694972]Australian NGO Activities in Special Designated Areas of Indonesia

NGOs are required to submit a written request to DFAT for approval of intended ANCP-funded activities in Special Designated Areas of Indonesia. Special Designated Areas are those provinces identified as “reconsider your need to travel” or above in the DFAT travel advisory[footnoteRef:9], at the date of submission of the ADPlan or new project proposal. This request must be supplemented by a full project description in ANCP Online, which should include: [9:  http://smartraveller.gov.au/zw-cgi/view/Advice/Indonesia ] 

· details of the nature and location of the proposed activity/placement, proposed partner organisations, details of Australian citizens who would be visiting the special designated area, timing and duration of the proposed activity; and
· written evidence of the prior approval of the proposed activity by an appropriate Indonesian authority, of at least provincial government level. 

DFAT will pass a copy of the approval request to the relevant Indonesia program area, who will note/verify the approval of the appropriate Indonesian authority.

DFAT, on the basis of advice from the Indonesia program area, will provide written approval of the proposed activity to the requesting NGO. In the event of DFAT non-approval, reasons will be provided to the NGO.
[bookmark: _Toc387694973]Anti-Terrorism Obligations 

ANCP NGOs should ensure that they do not provide support or resources to organisations or individuals associated with terrorism, including 'terrorist organisations' as defined in Division 102 of the Commonwealth Criminal Code Act 1995 (Cth). For further information on the obligations of NGOs under Australian law, please refer to Safeguarding your organisation against terrorism financing: A guidance for non-profit organisations[footnoteRef:10].  [10: http://www.ag.gov.au/CrimeAndCorruption/AntiLaunderingCounterTerrorismFinancing/Documents/Safeguardingyourorganisationagainstterrorismfinancing-booklet.pdf] 

[bookmark: _Toc387694974][bookmark: _Toc387736811]Design, Monitoring and Evaluation 
Design, monitoring and evaluation are normal parts of the project management cycle and NGOs may use up to 10 per cent of their annually allocated ANCP funding for evaluation. Evaluation activities must be proposed by using the normal project/ADPlan proposal format. DFAT requires a copy of the full report of any evaluation conducted on an ANCP activity. 

Evaluations must contribute to future project design and analysis and therefore may not be appropriate for all NGO activities. Evaluation costs are available to assist the NGO to conduct feasibility studies, baseline surveys and evaluations of similar activities, where the lessons learnt can be readily adapted and incorporated into the existing project or activity.

NGOs may include the cost of evaluations of DFAT funded activities in their ANCP activity budgets subject to the following principles:
· Evaluations should only be undertaken only when the cost and complexity of a project so warrant. For example, evaluation of small projects of up to $100,000 per annum would typically be unwarranted, whereas an evaluation of a larger activity could be appropriate. Nevertheless, evaluations may be legitimate for small projects where particular problems were experienced; or where such projects were innovative or otherwise of interest to the NGO community; or where a project is being replicated in a new area.
· Evaluations may be undertaken as reviews during the course of a multi-year activity (usually half-way through the activity) or on conclusion (such reviews are not monitoring activities, which are normal parts of project activity).
· The financial limitation on evaluation costs is $10,000 or 5 per cent of the DFAT funding of the activity, whichever is the greater.
· DFAT funds used to evaluate activities should come from the same funding source which funded the activity (i.e. ANCP activities should be evaluated using ANCP funds).

In developing an evaluation proposal appropriate for ANCP funding, NGOs should consider the following:

· Why is this activity being evaluated?
· What are the objectives and outputs of this evaluation?
· How will the evaluation contribute to poverty alleviation?
· What lessons can be usefully applied from this evaluation?
· How will the results of the evaluation be distributed?

When ANCP funds have been used to support a project or program for more than 5 years, DFAT would encourage NGOs to evaluate these projects, using their own funds or the ANCP subsidy.
[bookmark: _Toc387694975][bookmark: _Toc387736812]Finances 
ANCP funding is provided on an annual basis in July/August of each year. The allocation provided to Full Accredited NGOs is calculated by apportioning the available ANCP funding for the year based on the relative Recognised Development Expenditure (RDE) levels for that NGO. 

The subsidy for Base Accredited NGOs is calculated in the same way; however the subsidy is capped at $150,000. NGOs are advised what the volume of their annual subsidy will be (their Indicative Planning Figure) in May/June of each year. 
[bookmark: _Recognised_Development_Expenditure][bookmark: _Toc387339256][bookmark: _Toc387694976]Recognised Development Expenditure (RDE)
Recognised Development Expenditure (RDE) is the total eligible contribution that each NGO receives from the Australian community for the agency's own development assistance, emergency relief or rehabilitation activities overseas and development education in Australia. Only discrete activities with specific development objectives can use ANCP funds or be included in RDE. 

Eligible contributions include donations of cash, gifts in kind and volunteer services. Up to half of the RDE can be for gifts in kind and/or volunteer services. Further information is available in the RDE worksheet explanatory notes[footnoteRef:11]. [11:  http://aid.dfat.gov.au/Publications/Pages/rde-worksheet-explanatory-notes.aspx ] 

[bookmark: _Toc387694977]Matching funds

The ANCP provides funds to accredited NGOs on a 1:5 matching basis. That is, for every dollar contributed to the projects by the NGO, DFAT will provide five dollars, up to the annual limit. 

The NGO match/contribution to ANCP projects will consist of funds raised from the Australian community. Up to 50 per cent of the match can be in-kind contributions from Australian volunteers and non-monetary sources. Counterpart NGO and other donor contributions cannot be counted as matching funds. 
NGOs may wish to consider contributing more than the required matching amount.  By 
over-matching NGOs build flexibility into their ANCP suite of activities.  For example, if an emergency situation develops in Papua New Guinea, NGOs working in PNG can divert excess matching funds away from disrupted ANCP development activities into emergency relief activities that cannot be funded through the ANCP.
[bookmark: _Toc387694978]Acquittal

To obtain the following year’s ANCP funding, 100% of ANCP and matching funds need to be acquitted. Where an NGO is aware that there will be unused allocations they are strongly encouraged to bring this to the attention of DFAT as early as possible, ideally no later than 30 April. ANCP funding not expended by 30 June each year will need to be refunded to DFAT unless otherwise agreed. 
[bookmark: _Toc387694979]Interest

The amount of interest earned on DFAT funds must be reported as part of the financial acquittal. Interest earned should include interest earned in Australia and overseas. Where interest has to be estimated, the NGO must state the method of estimation. Any interest earned is to be used exclusively for the approved activity, or returned to DFAT. Any interest earned must be expended and acquitted during that financial year or refunded to DFAT together with any outstanding reports.

Any interest rate gains must be spent on the activities outlined in the ADPlan in the financial year or be returned to DFAT. 
[bookmark: _Toc387694980]Currency fluctuations

Currency fluctuations during the course of an activity may affect activity budgets planned at the time the activity was designed. NGOs should take account of the possibility of such fluctuations when preparing budgets. Where there is a gain from exchange rates, that gain should be used for project purposes or refunded to DFAT. NGOs may need to contact DFAT about additional activities proposed if the gain is significant. Exchange rate losses need to be factored into project design and implementation where practicable. In cases where an unexpected exchange rate loss occurs, NGOs should contact DFAT to negotiate any required adjustments to project or ADPlan activities.
[bookmark: _Toc387694981]Multi-year funding

It should be noted that a positive appraisal of an ADPlan does not imply a forward financial commitment by DFAT for those activities, even where a multi-year Funding Order may be in place. Funding will depend on the availability of funds for the ANCP in the coming financial years, the number of accredited NGOs and on each NGOs RDE.

Further funding for multi-year projects is also subject to review if an NGO fails to maintain its accreditation status. For ANCP purposes, NGOs must maintain an appropriate level of IPF to receive further multi-year payments. Accredited NGOs are required to draw down a minimum of 50 per cent of their total ANCP allocation over a two-year period to maintain accreditation. The draw down rule seeks to ensure accredited NGOs are maintaining their capacity to develop and implement development activities. 
[bookmark: _Administration_Costs][bookmark: _Toc387694982]Administration Costs 

NGOs are able to use up to 10 per cent of their annual ANCP subsidy for administrative costs. Administration costs are charges associated with the operations of an NGO including staff-related social charges, rent, financial audit and/or legal fees, general administrative fees, membership fees (but must not include ACFID membership), insurance, staff support (e.g. secretarial), utilities, bank charges and office supplies. These are more specifically listed in the administrative costs table reproduced below. NGOs should note that preparation of Annual Development Plans, Performance Reports, RDE Worksheets and Annual Performance Reports are considered to be administrative costs. 
Project-related administrative costs may be charged to project budgets. However, NGOs should remember that value for money is a significant aspect of the assessment of activities for funding. DFAT funding is designed to fund or to supplement the development of NGOs. As a consequence, general overheads and pre-project costs (such as recurrent expenses at headquarters, membership costs [e.g. ACFID] or administration fees and maintenance costs of basic operations such as appraisal and design mechanisms) would not normally be charged to project operations, whether they occur in Australia or elsewhere. Please note that fundraising costs are not administration costs.

NGOs will be required to have auditable records of their actual expenditure against the approved list of items covered by the administration percentage, but will not be required to acquit them. The expenditure will be signed off by the NGO’s auditor as part of their annual audit of financial affairs thus forming part of their financial statement.

If an NGO's actual expenditure is less than 10 per cent, they can use the balance of the funds for capacity building for staff assigned to development program implementation within the agency or with partner agencies in development projects, but they must be able to document use of the funds in an audit.

	
Administrative costs attributable to the ANCP

	Administrative & Support Costs
	The salaries and associated overheads of annual leave, long service leave, payroll tax, superannuation and workers compensation payments for administrative, clerical and other support personnel not involved in chargeable project/program work, but who support DFAT related activities such as ADPlans, Annual Reports, Performance Reports and RDE calculations.

	Management Costs
	The salaries, bonus payments and associated overheads of annual leave, long service leave, payroll tax, superannuation and workers compensation payments for any management personnel not involved in chargeable project/program work, but who support ANCP related activities such as ADPlans, Annual Reports, Performance Reports and RDE calculations.

	Office Accommodation
	Office rental payments, power and light and leased office furniture, depreciation of office furniture and equipment, but excluding any capital costs, to cover management, technical, support and other personnel.

	Office Expenses
	Printing and stationary, leasing or depreciation costs for computers, photocopiers and other office equipment which are not directly chargeable to project work, to cover management, technical, support and other personnel.

	Operating Expenses
	Includes items such as audit fees, legal fees, fees for other professional services, bank charges, bank interest, membership of various associations (excluding ACFID) advertising (not fundraising), brochures, staff recruitment costs, repairs and maintenance, office cleaning, staff amenities.

	Communication Costs
	Telephone, facsimile rentals and operating costs, internet connection and operating costs, courier costs, air freight costs and postage to cover management, technical, support and other personnel.

	Travel Expenses
	Air, land and sea travel costs which are not directly chargeable to a project/program, to cover management, technical, support and other personnel.

	Insurance & Professional Indemnity
	The costs of any general insurance, public liability and professional indemnity cover.


[bookmark: _Toc387694983][bookmark: _Toc387736813]Demonstrating Australian identity in the ANCP
Activities should have a strategy to promote the Australian identity of the activity in an appropriate manner. In signing the ADPlan, NGOs commit to promoting Australian identity through their ANCP funded work. 

It is the responsibility of NGOs to ensure that Australian identity is recognised in some way for all Australian Government funded NGO activities. In the Annual Performance Report, NGOs will be asked to report on how they promoted the Australian identity in the ANCP projects they implemented. 

NGOs should refer to guidance on the DFAT website on referencing DFAT in public materials: (www.DFAT.gov.au/about/pages/logo.aspx). Judgement should be exercised in promoting Australian identity. While this list is not intended to be exhaustive, opportunities for the 
promotion of Australian identity can take many forms and could include: 

· Labelling and badging of project materials. 
· signage should feature, as a minimum, the words supported by the Australian Government, DFAT.
· signs should be in the local language and, where possible, include the English version. 
· the recognisable participation of Australian advisers in project activities. 
· visits by Australian officials. 
· keeping Australian Missions overseas informed of ANCP projects and possible publicity opportunities. 
· in-country publicity in the local press reflecting Australia’s involvement and support. 
· media releases that include references to previous activities and achievements and the history of Australia’s aid to the area through projects, programs or NGO activities (i.e. number of teachers trained to date, area of land reafforested, or physical outputs of agricultural programs). 












[bookmark: _Toc387694984][bookmark: _Toc387736814]PART 2: ANCP REPORTING GUIDE




Department of Foreign Affairs and Trade










[bookmark: _Toc387694985][bookmark: _Toc387736815]Annual Cycle for the ANCP
ANCP runs according to the following funding cycle for any given financial year.

31 March – Due date for NGOs to submit Recognised Development Expenditure (RDE) to DFAT. The RDE will be used to calculate the IPF for the following financial year.

May / June – DFAT advises each NGO of their annual subsidy entitlement (Indicative Planning Figure (IPF)) is for that financial year. 

30 June – Due date for NGOs to submit an Annual Development Plan (ADPlan) to DFAT. NGOs are allocated 80 per cent of their IPF on the basis of an accepted ADPlan.

30 September – Due date for NGOs to submit Performance Reports and Financial Acquittals for the financial year ending on the preceding 30 June. The Performance Report provides details of the annual achievements of the activities listed in the ADPlan. NGOs are allocated 20 per cent of their IPF on the basis of an accepted Performance Report. 

Every five years – NGOs undergo reaccreditation. 

[image: ]


[bookmark: _Toc387694986][bookmark: _Toc387736816]Annual Development Plans (ADPlans)

An ADPlan is a plan of development activities put forward by an NGO in order to receive funding through the Australian NGO Cooperation Program (ANCP).  An ADPlan outlines the development activities which an NGO intends to support with its ANCP subsidy. ADPlans outline targets and milestones for a variety of development projects and programs over the 12-month ADPlan period.

All accredited NGOs are required to submit an ADPlan to DFAT by 30 June to receive ANCP funding for the next financial year. NGOs are also required to submit Annual Performance Reports and financial acquittals on ANCP funding by 30 September each year, that covers the previous financial year. 

[bookmark: _Smartygrants_structure][bookmark: _Program_and_Project][bookmark: _Toc348958293]An NGO may present a common set of activities in the ADPlan each year to provide predictable, continued funding for activities. In other cases, an NGO may wish to change the activities in the ADPlan each year. Development activities may take place during one financial year or they may continue over a number of financial years. For continuing projects, objectives may remain similar from year to year, although outputs would be expected to vary. If an NGO is implementing several projects with varying implementation schedules crossing financial years (e.g. one project might be implemented from May to February, another from December to November) then the ADPlan would identify only what targets and milestones (e.g. outputs) will be addressed or delivered in the 12-month ANCP funding period (i.e. July to June). Activities for projects which are implemented or completed after 30 June would need to be funded out of the following year’s ANCP allocation.
[bookmark: _Program_and_Project_1][bookmark: _Toc387305923][bookmark: _Toc387339260][bookmark: _Toc387694987]ANCP Online structure
[bookmark: _2._What_has_changed_and_why?]In the ANCP Online structure, the NGO Application Form is equivalent to an ADPlan. Within this application, the ADPlan has been separated into a three-tier structure:
· Header Form: The overarching application form, which contains the NGO’s executive summary, overarching development approach, aggregated indicator data and contact details. It also contains the certification document. The Header Form is mandatory. 
· Program Form: The Program form supports NGOs both to report in line with a programmatic approach to development. The Program Form is optional. NGOs that do not use programs, or which have projects that are not otherwise linked to a program, should answer ‘no’ to the program question and leave the program title blank. Where NGOs have multiple projects that do not operate under a program structure, the relevant projects should be clustered under one blank program (i.e. do not set up multiple blank programs to host multiple projects).
· Project Form: In ANCP Online, all projects exist within a program. The Project Form is completed after the Program Form has been completed (or identified as not being applicable). The Project Form contains all information on a project, such as financials, implementing partners, project description and other donors that contribute to the project. This form is mandatory.  




The diagram below explains how these three tiers interact with each other.[image: cid:image001.jpg@01CE1F0F.CCFDAAF0]
[bookmark: _Program_and_Project_2][bookmark: _Toc387694988]Program and Project
[bookmark: _3._Assessment_of_ADPlans]
DFAT also acknowledges that NGOs use a variety of terminology to define their development work. To be able to accurately capture information about the ANCP, it is important that consistent definitions relating to ‘program’ and ‘project’ are applied. NGOs are not required to adjust their internal systems to align with the ANCP definitions. However, information provided in ADPlans and Annual Performance Reports should be consistent with the explanation provided below.

Program: Programs are overarching development approaches and initiatives that set priorities and guide project outcomes, results and activities. Programs constitute a coherent set of development activities (projects) that pursue a single focus, which may be regional, sectoral or country based. 

Project: Projects are the practical implementation of an NGO’s overarching development approach or program. Projects are discrete investments in particular countries, contexts and/or sectors, with a specific start and end date and identified funding. Although the ADPlan template requests that NGOs present information by project (to meet DFAT’s corporate reporting requirements) 

DFAT acknowledges that NGOs often plan development activities at a program level; on a geographic or thematic basis. The ADPlan template in ANCP Online supports NGOs to provide an overview of program approach in the Program Form, and also provide details on the country/context specific ways in which this program is implemented. 

It is also possible for parts of programs to be captured in the ADPlan as projects.  For example, included in the ADPlan may be the nutrition component of a broader health program, or the Vietnam component of a Mekong Water and Sanitation program. In these cases, DFAT encourages NGOs to provide information at the program level, to the extent possible, as well as providing the required project information, to give a clear picture of the NGO’s work and overall approach to development. 
[bookmark: _Toc387694989][bookmark: _Toc348958297]Accessing and navigating ANCP Online
Each NGO will have one unique user name and password which will provide a single point of access for all ANCP Online. NGOs will access ANCP reporting forms through a URL that will be emailed to each NGO when each round (ADPlans or Annual Performance Reports) is opened in the system.

To input your next year ADPlan:
1. Access the specific URL for the relevant ADPlan round, as provided in an email from DFAT.
2. Click on ‘Log in’ from the top left of the screen to log in to ANCP Online.
3. After logging in, click on ‘My Submissions’. 
4. The ‘My Submissions’ screen will show all submissions that you have entered using the same logon (e.g. accreditation application, RDE submission, Performance Report and ADPlan).

If required, multiple users from the same NGO can access ANCP Online at the same time, by using the same log on information. There are no messages generated by the system to indicate multiple users are logged into the same form at the same time. If an NGO chooses to allow multiple users, it is important to ensure that separate users are not working in the same form (i.e. same Project form or same Program form) at the same time, as this may cause data loss. ANCP Online does not have a recovery function if data is lost due to multiple users working on the same form at the same time.

NGOs can add new programs by selecting the link at the bottom left-hand side of the ‘Your Submissions’ screen. New projects can be added by entering the relevant program and selecting the ‘Start New ADPlan Project’ link, which will be available under any current projects. If a project is not associated with an existing program, a new program should be added first (see Program and project, Page 27, for more information on how to approach this). 

You can move through individual forms either by using the navigation arrows on the bottom of each page or by using the navigation bar on the right hand side of the window. Clicking ‘Next Page’ saves progress on the current page, although DFAT recommends using ‘Save Progress’ frequently to minimise the risk of data loss.  

[bookmark: _Revising_or_updating][bookmark: _4._ADPlan_Template_and_Explanatory_][bookmark: _3._ADPlan_Explanatory][bookmark: _3._Key_issues][bookmark: _Program_Budget_Summary][bookmark: _Data][bookmark: _Toc387694990][bookmark: _Toc387736817]ADPlan Forms in ANCP Online 

The following section provides additional instructions for completing the ADPlan on ANCP Online. While instructions are included within the SmartyGrants system, this Manual provides additional clarification on key categories within the report.   
[bookmark: _Toc387694991]Header Form
[bookmark: _Toc387305940][bookmark: _Toc387694992]NGO Contact Details

The first section of this form includes NGO details, such as the mailing address and general contact information.

Additional NGO contact information is also included in this Form:
· [bookmark: _Executive_Summary]ANCP contact: The key contact(s) for the ADPlan, who DFAT can contact with any questions or feedback. This section can be updated as needed, and should be revised if there are any changes during the ADPlan period. The ANCP Contact may be different to the ‘Authorised Delegate’. Please enter at least one contact, although ANCP Online has the ability to accept two, where required. 
· ANCP Monitoring and Evaluation (M&E) contact: The key contact for M&E matters for the NGO. This contact will not be used during the ADPlan approval process but will be contacted with any ongoing M&E matters. This section is optional. If an M&E contact is not provided, DFAT will contact the ANCP contact.
· In-Australia ANCP Development Awareness Raising (DAR) contact: The key contact for 
in-Australia DAR matters for the NGO. This contact will be used during the ADPlan approval process as well as with ongoing correspondence. This section is optional. If a DAR contact is not provided, DFAT will contact the ANCP contact.
· ANCP Finance contact: The Finance Contact will be contacted with any queries about bank details, invoices or other financial issues that arise in making payment to the NGO. This section is optional. If a finance contact is not provided, DFAT will contact the ANCP contact.
[bookmark: _Toc387305941][bookmark: _Toc387694993]Executive summary
[bookmark: _Toc348958315][bookmark: _Toc348958313]Overarching development approach 
In this section, provide a brief introduction setting out the strategic priorities of the NGO as a whole, describing its operating context (e.g. people reached, geographic reach or sector/s) and any other defining features of activities under ANCP.
NGOs that have an overarching ‘program’ or developmental approach that underpins all of their programming, including under the ANCP, should summarise that here. Diagrams can be attached if relevant. 
This section should not be a duplicate of the ANCP Program Overview or of the material contained in individual programs (except how they relate, if necessary). If an NGO does not have an overarching ‘program’ or development approach, they may wish to provide their vision or mission statement.  
[bookmark: _Toc387694994][bookmark: _Toc348958314]Cross-cutting issues

Provide a brief overview of cross-cutting issues addressed in the NGO’s ANCP program, such as disability inclusion, environment and climate change, gender equality, child protection and family planning. There may be other issues which are specifically relevant to your NGO. 

It is a requirement of ANCP accreditation that all NGOs have policies relating to cross-cutting issues in place. This section should not be a re-statement of existing policies but should be an explanation of how these cross-cutting issues are integrated into ANCP programming in a strategic way. DFAT is particularly interested in understanding how ANCP NGOs build the capacity of in‑country partners and communities around cross-cutting issues. NGOs should focus on cross-cutting issues that relate to their ANCP programming, rather than attempting to address all issues.
[bookmark: _Toc387694995][bookmark: _Toc348958316]Design, Monitoring and Evaluation (DM&E) program

Design, monitoring and evaluation (DM&E) are part of the project management cycle. ANCP NGOs may use up to 10 per cent of their annually allocated ANCP funding for design, monitoring and evaluation. The amount allocated to DM&E must be identified in the Program Budget Summary section of the Header Form and against the relevant projects.
A DM&E policy is required as part of ANCP accreditation. This section should not be a re-statement of this policy but should be used to provide information on aspects of your NGO’s overall DM&E approach that are different from those identified at accreditation. It should also highlight particular DM&E activities, such as points of particular focus for the ADPlan year or innovative approaches. 
[bookmark: _Toc387694996][bookmark: _Toc387305942][bookmark: _Toc348958318]Expected Beneficiaries 

See the Beneficiaries and Indicators Chapter (Page 54) of this Manual for definitions. For the ADPlan, at a minimum, expected total should be completed for all projects and at the agency level, although disaggregation into expected men/women/girl/boy data would be preferred. All other beneficiary figures are desirable and should be provided where possible. Please note that NGOs will be required to report on this disaggregated data when completing the Annual Performance Report acquittal of projects included in their ADPlan.
[bookmark: _Total_funding_to][bookmark: _Toc387305943][bookmark: _Toc387694997]Total funding to NGO 
This section gives DFAT an understanding of how ANCP funding fits within an NGO’s overall resourcing. This is for information only and is not used to determine funding, either from the ANCP or the wider agency. NGOs should provide information on the total funding they have received for international development activities (not any other activities) in the previous ADPlan period and how much they anticipate receiving in the current ADPlan period. These years are expected generally to be financial years, but DFAT recognises that some NGOs work according to different financial year schedules. These NGOs are encouraged to draw figures directly from their audited financial statements and note this in the relevant box. Only funding received for international development activities should be reported on in this section.
The total funding received and anticipated from Australian Government sources (excluding DFAT) and from the Australian public should also be provided. The disaggregated funding sources for this section should not equal the total funding (as they exclude DFAT funding). 
[bookmark: _Toc387305944][bookmark: _Toc387694998][bookmark: _Toc348958319]ANCP Program Budget Summary 

This section captures funding, expenditure and cost-related data for each NGO participating in the ANCP. 
[bookmark: _Toc348958320]
[bookmark: _Toc387694999]Estimated DFAT ANCP Funding this ADPlan Period: This section identifies the level of ANCP funding available for the funding period for which the ADPlan applies. The total amount of ANCP funding being sought through your ADPlan should be 100 per cent of the IPF that has been offered to your NGO.  
When reporting on rolled-over funds, the total value of ANCP funds from the previous financial year that will be rolled into the next ADPlan period should be estimated. These funds need to be identified for accounting purposes but do not need to remain attached to the projects that they were originally allocated against.
If there are no rollover funds or interest to report, please input 0.
NGOs may wish to use the Financial Summary Tool (Excel 2010 or Excel 2007 versions) provided in the Header Form to work out project level financials and then sum to the total level. This tool cannot be submitted in place of an ANCP Online submission and is not mandatory, but is provided to assist NGOs in ensuring project level figures add to the correct totals.   
[bookmark: _Toc348958322]
[bookmark: _Toc387695000]Estimated DFAT ANCP total expenditure in current ADPlan period: The total amount of ANCP funding for your ANCP program (including DAR, DM&E, administration/overheads and project costs) is the IPF, plus any rolled-over funds or interest from the previous financial year. Rolled-over funds, including interest, need to be identified in the ADPlan and allocated against project costs. 
[bookmark: _Toc348958326]
[bookmark: _Toc387695001]Administration/overheads: As specified on Page 22, NGOs may use up to 10 per cent of their annual DFAT subsidy for administration/overhead costs. Expenditure from NGO funds on administration/overhead cannot be counted against the NGO match contribution.  
NGO ANCP contribution: DFAT only needs to know that the proposed NGO contribution meets the requirement for a 1:5 match (i.e. the NGO funding needs to be at least 20 per cent of your ANCP annual grant amount; therefore, if the DFAT grant is $100, the minimum NGO contribution is $20). This value will be verified in your annual acquittal. 

[bookmark: _Toc387695002]ADPlan summary table for funding period: NGOs are asked to provide project-specific data in Project Forms only, to minimise duplication. NGOs may wish to use the Excel document (the Financial Summary Table Excel Tool) made available in the Header Form to assist with preparing the financial information for each project and to ensure that all totals are correct. The Excel form can be submitted as part of the ADPlan to assist in checking data, but NGOs still need to ensure that all data is reported correctly in the relevant Project Forms.
[bookmark: _Evaluations_for_2013–14][bookmark: _Toc387695003][bookmark: _Toc387305945]Evaluations 
DFAT collects information on the evaluations planned by each NGO in the coming financial year, which assists DFAT in identifying trends in issues being focused on across NGOs as well as supporting DFAT in identifying particular evaluations to join NGOs on when/where appropriate. Any relevant material on the evaluation, such as Terms of Reference and Final Reports, can be provided in either the ADPlan or the Annual Performance Report. 

Project or program name: If the annual evaluation is being conducted on an ANCP project or program that is also reported on in the Performance Report, ensure that the name and country are consistent with other information provided on this project. 

[bookmark: _Toc387695004]Program/Project Online Identification (POI) Number: The POI number is generated by ANCP Online during the submission process, and allows NGOs and DFAT to easily identify existing and ongoing projects. Identifying the POI number allows DFAT and the NGO to cross-reference data which has already been provided to DFAT regarding evaluations through the Project Form in the ADPlan. 

[bookmark: _Toc387695005]Start/end date: Provide the expected time frame for the evaluation to take place. DFAT understands that these dates are flexible, so approximations are acceptable.  
Sectoral focus/primary DAC code: Select the appropriate sectoral focus/primary DAC code for the project under evaluation. Further information on DAC Codes is available here:  http://www.oecd.org/dac/stats/dacandcrscodelists.htm .  

[bookmark: _Toc387695006]ANCP subsidy and total evaluation cost: The ANCP subsidy is the amount of ANCP funding in the ADPlan period (financial year to which the ADPlan applies) that will be used for the evaluation. The total evaluation cost is the amount of total funding from all sources that will be used on the evaluation.

[bookmark: _Toc387695007]Evaluation outline: Provide a brief outline of the evaluation, why it is being done, how it will be conducted, any particularly innovative approaches being used, the project under consideration and how the results of the evaluation will be used. 
[bookmark: _Toc387305946][bookmark: _Toc387695008]List of Indicators 
The use of indicators is a way for DFAT to capture quantitative information about the contribution ANCP NGOs are making to DFAT’s strategic goals. These indicators allow DFAT to communicate ANCP achievements in a quick and simple way and to support more in-depth analysis from the qualitative information provided by NGOs. In the ADPlan, NGOs are required to provide expected values for selected key indicators at the aggregate, agency level only. Indicators are not required at the project level in the ADPlan. In the Annual Performance Report, NGOs will be required to report against all relevant indicators (not just headline) at the project level.
In ANCP Online, first select which indicators you will be reporting on by selecting the relevant check boxes on the ‘List of Indicators’ page within the Header Form. On the following pages, NGOs will then be asked to enter data for the indicators that they have identified as relevant.
[bookmark: _Program_summary:][bookmark: _Toc387695009][bookmark: _Toc348958327]ADPlan Program Form 
[bookmark: _Toc348958328][bookmark: _Toc387305949][bookmark: _Toc387695010][bookmark: _Project_Summary_information]Program summary

This sub-form seeks information on NGO programs (and the projects existing under these programs). 

[bookmark: _Toc348958329][bookmark: _Toc348958330]Program name: Ensure the name clearly and simply represents the purpose of the program.

Countries: Provide a list of the countries in which this program operates.

[bookmark: _Toc348958331][bookmark: _Toc348958332]Program description: The program description should provide a concise summary of the program, including the program objective, expected outputs and targets and any defining features of the program that are consistent across all projects that fall under it, as well as any particularly innovative or relevant factors (i.e. what does your NGO hope to achieve out of this program, what guides the NGO’s work under this program, why is it being implemented and why is it important). To appreciate scope and scale, NGOs should take the opportunity in this section to describe the program over multiple years, as relevant, and should not be limited to a financial year. This can also apply to projects, as relevant. However, please note that funded activities will need to be acquitted annually.

[bookmark: _Project_Summary][bookmark: _Toc348958333]Expected program outcomes: Provide a brief summary of the expected outcomes at the program level. Where relevant, these should be quantified, but in general the program level should provide qualitative, overarching strategic information, particularly where this highlights the complexity of the NGO’s work.

[bookmark: _Toc387695011]ADPlan Project Form 
[bookmark: _Toc387305951]Project summary: The purpose of this section is to provide detailed information about individual projects under the ANCP. The information provided has to be clear and accessible to a reader with no aid and development knowledge. Many NGOs use different terminology, so further explanation on the difference between a program and project, for the purposes of this form, can be found here, including advice on how to proceed if you do not have programs. This system has been designed to recognise the diversity of organisations, and the diversity of poverty reduction efforts, taking place under the ANCP.

NGOs should provide a brief overview of activities (and outputs) in the project description, and then clearly describe and quantify the expected outputs. Within the new template, NGOs are not expected to provide detailed information on activities, other than a summary in the description. 

The ‘Project Risks and Other Information’ section is for NGOs to identify project-specific risks, and risk mitigation measures, relevant to DFAT. It also provides space for NGOs to identify any specific issues associated with the program of which DFAT needs to be aware. From time to time, DFAT may specifically request additional information from an NGO to be included in this section. 

NGOs should keep in mind that information provided in the project summary may be made available to the public, consistent with DFAT’s obligations to transparency and accountability. Required details include:

· What—what exactly is the project about? 
· Who—who will be implementing the project and who will benefit from the project?
· When—when will the project take place?
· Why—why is this project being implemented? 
· Where—where exactly will the project take place?
· How—how exactly will this project be implemented?

The Project Summary Form also captures financial information and details of key partners that engage with accredited NGOs through the ANCP. 

A separate form should be completed for each project.

Project name: Provide a unique, clear and descriptive project title which describes the main activity of the project. For example, titles such as ‘rural development project’ and ‘community development project’ are not unique and do not provide enough information about the project. Where programs are operating in several countries, ensure that each project title has its own identifiable name. For example, the ‘X project in Indonesia’ and the ‘X project in China’.
[bookmark: _Toc348958336]Planned start and completion date: These dates will not necessarily correspond with DFAT funding and it may not be possible to give a precise completion date. List the most accurate start and end dates available at the time of preparing the ADPlan.

Project brief: Provide a clear and descriptive project summary which describes the main activity of the project. Include the Who/What/When/Where/How. This can be a duplication of the first couple of sentences in the project description. This should be no more than 40 words.
Project dates: Enter the start and end date for the project in the format dd/mm/yyyy. If you do not have the exact date, please provide the best approximation. This date should be when this project was first implemented and should not necessarily correlate to ANCP funding cycles.

Project funded in the previous financial year: Indicate whether this project received ANCP funding in the previous ADPlan period. NGOs need to use best judgement when deciding whether a project is new for the current ADPlan period or not. For example, a project that is substantially the same but has a different name would not be considered new, but a project that has a significantly different focus or activities would be considered new, even if the name remains the same. 

Country details: Identify the primary country or region for the project, as well as any secondary countries that may apply. Key provinces or in-country regions should also be identified, to the extent possible. For DAR projects, this section should include the city/state in which the activities will take place. 

[bookmark: _Toc348958342][bookmark: _Toc348958339]All projects should be identified against at least one country. For projects that encompass multiple countries, the relevant region should be the primary location and all relevant countries as secondary countries. 

The following definitions apply:
· REGION: AFRICA – AFRICA UNSPECIFIED – This region should only be used for projects that encompass two or more countries in both North Africa and south of the Sahara. 
· REGION: AFRICA – NORTH AFRICA – This region should be used for projects that take place in two or more countries in the North Africa region (Morocco, Algeria, Libya, Tunisia and Egypt). 
· REGION: AFRICA – SOUTH OF SAHARA – This region should be used for projects that take place in two or more countries in Africa (all African countries except North Africa). 
· REGION: MIDDLE EAST – This region should be used for projects that take place in two or more countries in the Middle East region (Iran, Iraq, Jordan, Lebanon, Palestinian Territories, Syria and Yemen).
· REGION: ASIA – EAST ASIA – This region should be used for projects that take place in two or more countries in the East Asia region (Indonesia, Vietnam, Philippines, East Timor, Cambodia, Myanmar, Laos, China and Mongolia). 
· REGION: ASIA – SOUTH AND WEST ASIA – This region should be used for projects that take place in two or more countries in the South and West Asia region (Afghanistan, Pakistan, Bangladesh, Sri Lanka, India, Nepal, Bhutan and Maldives).
· REGIONAL PACIFIC – This region should be used for projects that take place in two or more countries in the Pacific (Papua New Guinea, Solomon Islands, Vanuatu, Samoa, Fiji, Tonga, Nauru, Kiribati, Tuvalu, Cook Islands, Niue and other Pacific Island states).
· REGION: GLOBAL UNSPECIFIED – This region should only be used for projects where the countries involved cross multiple regions (e.g. a project in Fiji and Indonesia, which are in the Pacific and East Asia respectively). This region should also be used for any projects that aim to build NGO capacity or undertake NGO-wide evaluations where this is an agency-wide activity and not focused on a particular country.
· AUSTRALIA – ONLY domestic Development Awareness Raising projects should be recorded against Australia. 

Cross-border: This allows DFAT to specifically identify projects which are working across borders. This should not include projects working in multiple countries which do not specifically involve cross border activities. 

Implementing in-country partners: It is important to list all local project partners/implementing partners. However, ensure that you do not confuse local organisations who may be receiving training through an ANCP project with project ‘partners’. Project partners are organisations that work with you to deliver the project; they are generally not project beneficiaries. DFAT is particularly interested in identifying civil society partners. 

Private Sector Partnerships: Specify if the project involves working or partnering with the private sector. Detail any private sector partnerships in the project description section below. 

Gender Equality: NGOs must select if the activity is addressing gender equality and women’s empowerment. This is divided into three options:

1. Principle - Promoting gender equality and empowering women is fundamental in the design and impact of the activity and is an explicit objective of the activity. Examples of activities that could be marked as principle include: legal literacy for women and girls; male networks against gender violence; a social safety net project which focuses specifically on assisting women and girls as a particularly disadvantaged group in a society; Such activities can target women specifically, men specifically or both women and men.

1. Significant - Promoting gender equality and empowering women is an important objective of the activity, but is not the principle reason for undertaking the activity. Examples of activities that could be marked as significant:  activity which has as its principal objective to provide drinking water to a district or community while at the same time ensuring that women and girls have safe and easy access to the facilities; a social safety net project which focuses on the community as a whole and ensures that women and girls benefit equally with men and boys.

1. Not targeted - The activity is not targeted to promoting gender equality and empowering women, however, gender equality could be addressed by ensuing participation of women and girls or a gender analysis will be/ has been undertaken as part of the activity’s design.

N.B. Support to women’s equality organisations and institutions (DAC sector code 15164) would be marked as principle.

If Principle or Significant is selected for the project, the focus of the activity must be specified (noting that more than one option can be selected)

1. The activity is promoting equal access for men and women to gender-responsive health services;
2. The activity is promoting equal access for men and women to gender-responsive education services;
3.  Women’s role in decision making and leadership - The activity is supporting the participation of women in politics, decision-making, and peace-building
4. Ending violence against women and girls - The activity is promoting the safety and security of women and girls at home, in their communities, and in disaster and conflict situations;
5. Women’s economic empowerment - The activity is supporting women's economic empowerment; and
6. The activity focuses on an aspect of gender equality that is not covered by those outlined here. 
Disability Inclusion 
NGOs must select if the activity addresses accessibility for people with disability and opportunities to include people with disability. This is divided into three options;

1. Principle - Promoting disability inclusion is fundamental in the design and impact of the activity and is an explicit objective of the activity. Examples of activities that could be marked as principle include: activity which improves the social and economic status of people with disability; increasing the capacity of people with disabilities to promote their right to essential services and social inclusion within their communities; rehabilitation for people with disability.
1. Significant - Promoting disability inclusion is an important objective of the activity, but is not the principal reason for undertaking the activity. Examples of activities that could be marked as significant: activity which has as its principal objective to provide drinking water to a district or community while at the same time that people with disability have safe and easy access to the facilities
1. Not targeted - The activity is not targeted to promoting disability inclusion, however, disability inclusion could be addressed by ensuing participation of people with disability or a disability analysis will be/ has been undertaken as part of the activity’s design.

If Principle or Significant is selected for the project, the focus of the activity must be specified (noting that more than one option can be selected)

1. The activity is promoting equal access to health services
2. The activity is promoting equal access to education services
3. The activity has an infrastructure focus that promotes accessibility
4. The activity focuses on an aspect of disability inclusion that is not covered by those outlined here

GPS coordinates: Where possible, DFAT encourages NGOs to provide GPS coordinate information as part of the reporting framework. This will be used on the DFAT website to give the public information about where DFAT funded projects are operating and the scale of the work undertaken through the ANCP. DFAT acknowledges that some NGOs may have concerns or sensitivities around providing this data and is willing to accept that NGOs may wish to (a) not provide the coordinate information or (b) provide coordinates confidentially for DFAT internal purposes only.The ANCP team can assist NGOs in determining how to approach this issue, if necessary. The latitude and longitude can be expressed in different ways depending on your GPS device: DM.m = Degrees, Minutes, Decimal Minutes (e.g. 45°22.6333); D.d = Degrees, Decimal Degrees (e.g. 45.3772°); or DMS = Degrees, Minutes, Seconds (e.g. 45°22'38"). If your GPS device provides a different format, please use a GPS coordinates converter on the web or contact DFAT.
[bookmark: _Toc387305952][bookmark: _Toc387695012][bookmark: _Toc348958340]Additional Project Information

Project description: Provide a brief description of the project and its objectives. The description should be one paragraph which explains the project and covers all basic information about the project. The description should be able to be read independently of the rest of the ADPlan and be clearly understood by members of the general public. Project descriptions MUST clearly and concisely address the following issues:


· Who will participate in the project?
· What is the project aiming to achieve (i.e. what are the desired objectives and what are the broad development goals for this project)?
· How will the project achieve its objectives? (Please summarise the project activities in two to three sentences. Further detail should be provided in the ‘Project Outputs’ cell.)
· How is this project sustainable in the long term (i.e. how is the NGO ensuring that the achievements of the project will be sustained into the future)? This is particularly important when the project involves the construction or refurbishment of buildings or resources. For example, projects that provide seeds to farmers, equipment and machinery to farmers, or school materials to school children, need to address seed security or the ongoing maintenance of machinery and school material.
· How this project addresses gender equality, disability inclusion and/or private sector partnerships if selected in the project summary section of the form. 

NGOs may also wish to provide information on the issues below, depending on space constraints:
· Where will the project take place?
· If the project builds on previous work, how will it build on lessons learned in previous activities?

When completing the project descriptions, NGOs should also:
· Ensure logical flow and connection between the objectives, outputs and activities of a project. 
· Limit descriptions to describing the specific project and avoid general statements about the importance of a particular sector or development model.
· Provide details of whether local authorities and communities have been consulted when designing a project.  If consultation has taken place, please ensure you include the process in the summary, along with any outcomes.

An example of the kind of project description that DFAT considers high quality is provided below:

‘This project is based in X district in Cambodia and aims to reduce maternal and neonatal deaths through increasing awareness of and access to maternal and child health services among women.  This will be achieved through two main strategies: firstly, awareness raising activities, to improve knowledge, attitudes and practices around infant and young child feeding, and good sanitation and hygiene; and, secondly, improving the capacity of local health facilities to deliver services.  

In these communities, currently less than 10 per cent of women have access to regular maternal health care, and maternal death rates in this district are much higher than the national average. 

Community awareness raising activities are particularly targeted at women, but the expected activities (such as organising awareness days and sports activities) will also raise heath awareness in the wider community. For example, ANGO will work with local partner community based organisations and community members to distribute pamphlets and information sheets about health issues at local market days and display bulletin boards with health information in prominent community spaces. It is expected that up to 5,000 information sheets and pamphlets will be produced and delivered through these mechanisms, reaching up to 20,000 people. Approximately 100 local health workers and volunteers will also be trained in good health practice and supported to conduct in-home visits and follow-ups, particularly for women who would otherwise be unable to attend health facilities. 

ANGO will also work with local health facilities to conduct assessments of the need for capacity building and infrastructure improvements. ANGO will then work with the Ministry of Health to address issues identified. This project will be delivered in conjunction with the Ministry of Health and with active participation by the local community, which will ensure that project outcomes are sustained after the completion of the project, as the community will have strong buy-in on the project outputs, as well as support from the government. It will also support the project activities to be shared in other local communities if this project proves successful. ANGO will conduct regular monitoring on the implementation of the project, with a focus on identifying whether there is an increase in the number of people attending health clinics and a decrease in maternal death rates.’  
[bookmark: _Toc387695013]Project outputs



Provide a brief description of the project outputs for the project in the financial year. Where appropriate, these should be quantified. The outputs are the results generated from the implementation of a project, while activities are the practical elements that will contribute to the achievement of these outputs. Ensure there is logical consistency between the outputs described in this cell and the activities detailed in the project description. For example, project outputs could include a water education program being delivered to 25 schools or 10 volunteers providing support to 600 people affected by HIV/AIDS.  
[bookmark: _Toc387305953][bookmark: _Toc387695014][bookmark: _Toc348958345][bookmark: _Toc348958341]Project funding

Sectoral focus: Select a sectoral focus from the drop-down list (e.g. WASH, gender, health or education). Where a project has multiple sectoral aspects, pick the focus that is most relevant and ensure that other focus points are captured in the DAC codes. The sectoral focus should align with the DAC codes. 

DAC codes: Provide up to three DAC codes that capture the project activities or objectives. Additional information on DAC codes is provided here.

Funding summary: Report on the expected expenditure on this project, including DM&E expenditure from the ANCP grant, as follows: 

· DFAT ANCP Grant excluding Interest: Identify the amount of 2013–14 DFAT ANCP funding that will be spent on this project. 
· Total Funds Rolled Over from Previous Years and Estimated Interest for 2013–14: Identify the amount of funding from the previous financial year, as well as the estimated interest from the 2013–14 grant that will be spent on this project. There is no requirement for NGOs to spend rolled-over funds on the same project to which they were originally allocated. Similarly, NGOs do not need to allocate interest gains against the same project where the interest was originally earned.  
· DFAT ANCP DM&E Contribution: The amount of DFAT ANCP funding that will be spent on DM&E activities as part of this project should be separately identified. This funding should be included in the total DFAT ANCP Grant for each project. NGO expenditure on DM&E should be included in the NGO Contribution.  

NGOs may wish to use the Financial Summary Tool (Excel 2010 or Excel 2007 versions) provided in the Header Form to work out project level financials and then sum to the total level. This tool cannot be submitted in place of an ANCP Online submission and is not mandatory, but is provided to assist NGOs in ensuring project level figures add to the correct totals.   
[bookmark: _Toc348958343]
Expected funding from other donors over the funding period: This is the total funding for the project from donors other than DFAT. Sources could include implementing partners and other donor contributions.
[bookmark: _Toc348958344]
[bookmark: _Toc387305954][bookmark: _Toc348958346]Cumulative project funding before this funding period: This is the total cumulative funding received prior to the 2013–14 ADPlan from all donors, including DFAT, Australian NGOs, implementing partners and NGO contributions.
[bookmark: _Toc387695015]
Project risks and other information 
[bookmark: _Toc348958348]
If applicable, provide country/context specific information on any challenges or risks that your NGO is likely to encounter during the financial year that may impact on the ability to achieve outcomes or deliver project activities. These could include risk analysis in conflict zones, upcoming elections and potential political violence, or otherwise fragile social contexts. They could also include developmental risks, financial risks or other risks that may impact on a project. Information should also be provided on how these risks or challenges will be mitigated and how NGOs will ensure the safety of project staff, if relevant.
For example, projects taking place in Kenya in 2012–13 were expected to discuss how they intended to ensure the safety of project staff, how they intended to operate and able to deliver planned activities and how they planned to mitigate potential risks or challenges to long-term sustainability, given the potential for election violence risks. Projects in Pakistan or Afghanistan should cover similar issues, such as the security of personnel. 
Use this section to advise if the activity includes provision of clinical or medical services or training to provide these services; and if the activity includes training of lay health workers including traditional birth attendants.
For activities that include medical or clinical services, evidence of the following must be provided to DFAT:
· approval to provide clinical services in the host country; 
· established clinical governance arrangements for managing clinical risk and ensuring best practice standards; and
· medical liability insurance or equivalent.
Partners that intend to train traditional birth attendants or other lay health workers will need to provide DFAT with detail on the type of training, for example: training to refer women to the formal health system; post-partum family planning; or promoting newborn health. If training of traditional birth attendants is outside of the formal health system, DFAT would need to see strong justification and evidence that activities complement and do not undermine efforts to improve access to skilled birth attendants. Programs that support the training of lay health workers, including traditional birth attendants, must comply with the World Health Organizations guidance on task shifting in maternal and newborn health interventions which can be found at http://optimizemnh.org/. 
[bookmark: _Toc387695016]Other information

This section should be used to provide any additional information to DFAT that may be relevant to the project and may assist DFAT in its appraisal of the project. From time to time, DFAT may request specific information about the project be included in this section.  
[bookmark: _Toc387695017][bookmark: _Toc348958349][bookmark: _Toc387305955]Beneficiaries 

See the Beneficiaries Section on Page 55 this guide. Expected total is required, but expected men/women/girl/boy data is preferred. All other beneficiary figures are desirable and should be provided where possible. Please note this data is required in the Performance Report for programs/projects included in this plan. 

Where data for a particular category is not available insert 0.
[bookmark: _Toc387695018]Family planning beneficiaries

All projects that include family planning activities must be identified to DFAT, and estimates of the number of direct beneficiaries (man and woman) must be provided. This includes projects which are not primarily family planning projects or which are not identified as family planning by the DAC sector code but which include some element of family planning (e.g. a maternal and child health program that includes some component of awareness raising on family planning issues). 

NGOs may wish to use the Beneficiary Tool (Excel 2010 or Excel 2007 versions) provided in the Header Form to work out project level beneficiaries and then sum to the total level. This tool cannot be submitted in place of an ANCP Online submission and is not mandatory, but is provided to assist NGOs in ensuring disaggregated figures add to the correct totals.   
[bookmark: _Toc348958350][bookmark: _Toc387305956][bookmark: _Toc387695019]In-Australia ANCP Development Awareness Raising (DAR)

From 2014-15, DFAT is phasing out DAR activities under the ANCP. As such, this guidance applies only to activities approved prior to the 2014-15 financial year. 

Details of in-Australia ANCP DAR projects, including ANCP funds utilised for such projects, will be placed on DFAT’s website, in line with DFAT’s Transparency Charter.

If NGOs have multiple DAR projects, there may be value in setting all projects up within a single DAR program. In this program section, provide an overview of your DAR approach, including any particular highlights anticipated for the ADPlan period. 

When completing information on DAR projects:

· Please provide the location the project/s will take place (i.e. city name, State/Territory, rural/urban).
· All in-Australia DAR projects must have the DAC code 99820. No other ANCP projects should use this code. 
· Ensure the DAR projects have ‘Australia’ as the country. No other ANCP projects should be identified against Australia. 
· Ensure the sectoral focus is ‘in-Australia development awareness raising’. 
The DAR Guidelines should be referred to in the preparation of your DAR project. They can be found on the DFAT website at: http://www.DFAT.gov.au/Publications/`s/3098_1034_7723_2624_7859.aspx. 

When preparing DAR project proposals, it is important to note the following issues which are covered in the guidelines:
· The proportion of ANCP funds for in-Australia development awareness raising will decrease from the current 10 per cent in 2012–13 to six per cent in 2013-14 and 2014-15, and then to five per cent in 2015-16 and 2016-17.
· NGOs producing any published material as part of a development awareness raising activity (e.g. magazine articles, radio segments, websites, and brochures) must ensure that such material is submitted to DFAT for review prior to being published, printed or distributed. Material should be emailed to DFAT at ancpau@dfat.gov.au, noting that DFAT requires at least 15 working days (longer if possible) to undertake this review. NGOs have always been asked to submit publications for review, but this update sets out clearly both DFAT’s expectations and commitments on this process.  
[bookmark: _Toc387695020][bookmark: _Toc387736818]General guidance on ANCP Online submission 
ADPlans are due by 30 June each year. DFAT will assess and approve ADPlans within 30 working days, provided the ADPlan has been received by the due date, and is complete. If the ADPlan is incomplete or if DFAT has concerns about the ADPlan, DFAT will contact the submitting NGO. NGOs should note however, that this may result in the approval process taking longer than the 30 days. ADPlans will be reviewed in the order in which they are submitted. 
[bookmark: _Toc387695021]Using ANCP Online for submission
In April of each year, DFAT will migrate data from the previous year’s ADPlan to use as a basis for the next year. NGOs will be able to update information for ongoing projects rather than re‑entering data. NGOs will be able to add new projects or remove projects as required.  

Once an NGO has finalised the ADPlan, it should be reviewed and approved by the relevant NGO delegate. This requires the declaration to be completed within ANCP Online and the certification to be printed and signed and attached to the Header form.

In the ANCP Online structure, each form (Header/Program/Project) needs to be submitted separately. However, DFAT will not review any applications that are (a) submitted without the signed certification on the Header form; and (b) incomplete (i.e. not all forms have been submitted).

To access the ‘Submit’ button, NGOs will need to select ‘Review’ for each form (Header/Program/Project), which will ensure that all mandatory questions are filled in and word limits have not been exceeded. If you wish to review sections of the ADPlan offline, you should select ‘Download PDF’ while in the ‘Review’ screen.

DFAT recommends that NGOs follow the process below, although all NGOs are free to determine the most appropriate way of approaching the ADPlan depending on internal processes or preferences:

· Finalise information for all forms, either by reviewing and updating existing forms or creating new ones as needed. 
· ‘Review’ all forms and correct any errors. 
· The Authorised Officer reviews and approves the entire ADPlan. 
· Return to the Header Form and attach the signed Certification Form. 
· Submit the Header Form.
· Return to each form and select ‘yes’ to the compulsory question about the Header Form and then ‘Submit’. 
· Ensure that all relevant forms are submitted by checking that all forms have a green tick next to the icon in the ‘Your Submissions’ screen. 

NGOs provide financial data in the Project Forms only, to minimise duplication. NGOs may wish to refer to the Excel template (Financial Summary Table Excel Tool) that is attached to the Header Form in ANCP Online to assist in completing the project financial information. The Excel form can be submitted as part of the ADPlan to assist DFAT in checking data, but NGOs still need to ensure that all data is reported correctly in the relevant Project Forms in ANCP Online. 

When you submit any form within ANCP Online, the email address associated with your user name will receive an automated email. DFAT will also supplement any automated emails with emails to the individual ANCP contacts.
[bookmark: _Toc387695022]Submission and appraisal process
Step 1: NGO completes ADPlan information in ANCP Online. NGOs will have access to the ANCP Online system from mid-May to 30 June for entering ADPlans. 

Step 2: DFAT will run an automated report on all submitted ADPlans within 10 working days of submission. The report checks for consistency across project information and financials and ensures all necessary sections have been completed. If any inconsistencies are detected, the NGO will be notified and asked to update/revise the ADPlans as necessary and then resubmit to DFAT. 

Step 3: DFAT appraises the ADPlan to ensure all sections have been completed correctly and are consistent with key DFAT policies. For example, DFAT will ensure:
· projects adhere to the ANCP Manual and other key DFAT policies; 
· projects are being implemented in DFAT approved regions and sectors;
· correct DAC codes have been entered; and
· specific project information is included such as who, what, where, why, when and how, as well as how the project will be sustained

Step 4: The relevant DFAT Country and Thematic teams conduct a risk assessment of the ADPlan, focusing on high risk or new projects. The definition of high risk may change depending on global circumstances, but currently, projects identified as high risk are those operating in Papua (Indonesia), Mindanao (Philippines), China, South Sudan, Afghanistan, Pakistan, the Thai-Burma Border or the Occupied Palestinian Territories; or those focused on providing clinical or medical services, or training of lay health workers outside of the formal health system. Projects also need to identify if they are conducting cross-border activities. DFAT will provide advice and updates to NGOs when this classification changes. 

All activities in the areas of labour unions institution capacity building, training and advice; labour law and workers’ rights also require additional risk assessments by DFAT. 

Specific approval from DFAT is required for all activities in Special Designated Areas of Indonesia (see Page 18 of this Manual for more information). NGOs are required to submit documentation showing that the activity has the approval, at least at Provincial Government level, of the relevant Indonesian Government authorities.

Step 5: If no issues arise, DFAT will approve the ADPlan. If any issues are detected and the NGO is required to provide updates/revisions, DFAT will notify the NGO and provide a report explaining what additional information or changes are required. The relevant forms will be ‘unsubmitted’ through ANCP Online system so that they are available to the NGO for editing. Once updated, the NGO should then ‘Submit’ the revised ADPlan for approval, ensuring that the approval information is updated and the certification document re-signed and re-attached.

Step 6: Payment will be issued after an ADPlan has been accepted by DFAT. 

Funding will be in two tranches:
· The first tranche payment will be 80 per cent of the NGO’s IPF, provided when DFAT has accepted the ADPlan for the relevant financial year (defined as meeting DFAT’s criteria for quality and financial accountability); and 
· The second tranche payment, 20 per cent of the IPF, will be provided when DFAT has accepted the NGO’s Annual Performance Report for the previous financial year.

In order to speed up the process and provide funding in a timely manner, all new or ‘high risk’ projects may not have been fully assessed at the time of accepting the ADPlan. In general, if the ADPlan has been accepted, the first tranche payment for the financial year will be made with the caveat that ANCP funds cannot be put towards these projects until they have been approved by DFAT. DFAT will provide specific advice to each NGO depending on the content of their ADPlan.
[bookmark: _Toc387695023]Revising or updating an approved ADPlan
The ADPlan may be amended during the funding period. NGOs must submit any revisions to the ADPlan to DFAT for approval if there have been major changes in sectors, planned activities, budgets, project locations or a change of project partner. NGOs do not need to revise the whole ADPlan if only a limited number of activities are impacted; only the relevant Project Forms should be revised. NGOs must have received written approval of the revised forms from DFAT before changes may be implemented.

For example, revisions to the ADPlan would be required if:
· project activities are going to be delayed by 6 months due to flooding and the NGO wishes to nominate new activities in an area not affected by the floods; 
· there have been major revisions to a project budget; 
· there has been a change in project partners; or
· an NGO has made significant exchange rate gains and has decided it is unable to fully expend them on the project on which they were earned. The NGO may choose to submit project revisions outlining new activities in a different project. 

Revisions or updated information would not be required if:
· targets have changed but core activities remain the same. For example, if the ADPlan specified that 100 workshops on nutrition would be held but only 50 will be achieved.

In such circumstances the NGO must notify DFAT of the change/s in the relevant sections of the Annual Performance Report. When in doubt, please contact the ANCP team at ancpau@dfat.gov.au.

DFAT would normally expect DFAT funded activities to start on the commencement date given in the ADPlan for an activity. If an NGO does not disburse funds to start the DFAT funded part of an activity within three months of that date, the NGO must advise DFAT. In such a case the NGO should advise why there is a delay and when disbursement is expected and confirm whether the project will be delivered within the financial year. When delays are likely to be encountered in forwarding funds to the project delivery organisation/partner, the funds must be put in a secure, interest bearing account. 

NGOs should exercise judgement and draw upon their experience when considering whether a matter needs to be brought to DFAT’s attention. NGOs should also consider how they will report on the Annual Performance Reports in ANCP Online when determining whether they need to update the ADPlan (see here for guidance). 

When liaising with DFAT on amendments to an ADPlan, NGOs should notify DFAT of the Project Online Identification Number of those projects subject to amendment. This will assist to fast-track processing and approval of amendments. 
[bookmark: _Toc387695024]Editing an ADPlan in ANCP Online (‘Unsubmit’ function)
· Once an ADPlan has been submitted, NGOs cannot make changes through ANCP Online. This applies both during and after the approval process. NGOs seeking to update their ADPlans, whether in response to DFAT feedback or independently, need to ensure they are ‘unsubmitted’ by DFAT prior to making any changes. Requests should be sent to the ANCP mailbox at ancpau@dfat.gov.au providing the project identification number
[bookmark: _Toc387695025][bookmark: _Toc387736819]Annual Performance Reports 
The Annual Performance Report is provided annually, three months after the funding period has finished (by 30 September).The Performance Report contains the annual achievements of the ADPlan, using the specified measures of performance and the annual financial acquittal. ANCP Online is used to submit Annual Performance Reports. 
	
The acquittal component of the Performance Reports is a periodic accounting to DFAT for the use of DFAT funds, supported by the NGO keeping records which show all spending of every part of every payment received from DFAT.To be accurate, acquittals must be a record of how and where money has been expended on a project, not simply a record that money has been sent from the Australian NGO to the partner organisation.NGOs must be able to fully account for all Australian Government funding provided. Project and ADPlan reporting enables DFAT to be confident that all Australian Government funds provided have been applied and acquitted as agreed. DFAT may request that NGOs provide additional financial details for projects where questions arise.

The Annual Performance Report component provides information on the specific achievements of NGOs at the overall agency-wide level, the program level and the project level. This includes both qualitative and quantitative information, through the narrative on lessons learnt, achievements, beneficiary values and indicator reporting. 
[bookmark: _Performance_Reports_in][bookmark: _Toc387305958][bookmark: _Toc387695026][bookmark: _Toc387736820]Performance Reports in ANCP Online
In ANCP Online, the acquittal/Annual Performance Report forms are linked to the relevant forms within the ADPlan, so NGOs will not be asked to duplicate information that has already been provided in the ADPlan (i.e. each project will have an associated acquittal). Where there are changes to project countries, primary DAC codes and project partners, these should be updated in the ADPlan prior to the Annual Performance Report being completed. Any necessary explanations for the change should be provided in the relevant section of the Annual Performance Report form. 
[bookmark: _Toc387695027]Header Form (Performance Report)
[bookmark: _Toc345573810][bookmark: _Toc387305960][bookmark: _Toc387339298]Note: Changes to NGO contacts should be updated in the ADPlan prior to submitting the Annual Performance Report. 
[bookmark: _Toc387695028]Executive summary

Overall ANCP results: In this section, provide a summary of the strategic and overarching achievements of your NGO against your priorities in this ADPlan period. This might include milestones achieved in relation to beneficiaries, capacity strengthening of in-country implementing partners, or qualitative results not otherwise captured in beneficiary data or case studies. NGOs could use this section to refer to achievements in the specific operating context (e.g. people reached, geographic reach or sector/s) and any other defining achievements of activities under ANCP.
NGOs that have an overarching ‘program’ or developmental approach (as articulated in strategic plans or mission statements) that underpins all of their programming, including under the ANCP, should summarise any achievements against this approach here. 
[bookmark: _Toc387695029]Cross-cutting issues: Provide a brief overview of results in cross-cutting areas set out in your previous ADPlan period, such as disability, gender, environment and climate change, child protection and family planning. This section should include how NGOs dealt with these issues and particular achievements in these areas, as well as any results around building the capacity of in-country partners and communities.

Lessons learned: Describe any important lessons from your overall ANCP programming or specific projects, particularly if there are lessons for other NGOs from your experience. This might include lessons to inform NGOs’ internal systems and processes or wider development practice or lessons which may be valuable to share with other development stakeholders.This section should be reflective and take account of the successes and difficulties encountered by your organisation in the delivery of ANCP projects. This section should also include how your organisation will respond to lessons learned to improve development impact and any steps being taken to share these more broadly.

[bookmark: _Toc387695030]Australian identity: In this section, NGOs should report on how they promoted the Australian identity in their projects, particularly any innovative or unique approaches taken. NGOs should ensure that any issues identified during the year in the promotion of Australian identity are addressed in this section, as well as providing information on how in-country partners were supported to promote the Australian identity. Activities must also be consistent with DFAT branding guidance, found here: http://aid.dfat.gov.au/about/Pages/logo.aspx. 
[bookmark: _Toc387695031][bookmark: _Toc387305961][bookmark: _Toc387339299]Beneficiaries

See the beneficiaries section on Page 55 of this Manual for definitions. For the Performance Report, at a minimum, actual total and disaggregation into men/women/girl/boy and urban/rural should be completed for all projects and at the agency level. All other beneficiary figures are desirable and should be provided where possible. 
[bookmark: _Toc387695032][bookmark: _Toc387305962][bookmark: _Toc387339300]Funding

Revenue for International Development: This section gives DFAT an understanding of how ANCP funding fits within an NGO’s overall resourcing. This is for information only and is not used to determine NGO funding, either from the ANCP or the wider agency. NGOs should provide information on the final value of the total funding they received for international development activities (not any other activities) in the ADPlan period.

The total funding received from Australian Government sources (excluding DFAT) and from the Australian public should also be provided. The disaggregated funding sources for this section should not equal the total funding (as they exclude DFAT funding). 
[bookmark: _Toc387305963][bookmark: _Toc387695033]ANCP Program Budget Summary 

This section captures funding, expenditure and cost-related data for each NGO participating in ANCP. The total amount of ANCP funding should be equivalent to an NGO’s ANCP Grant Amount (IPF), any rolled over funds and any interested earned in that year. 
[bookmark: _Toc387695034]DFAT ANCP funding 

This table identifies the level of ANCP funding available for the ADPlan period being reported on.  
When reporting on rolled-over funds, the total value of ANCP funds that were rolled over from the previous ADPlan period should be provided accurately (i.e. Funds rolled from 2011-12 to 2012-13). These funds need to be identified for accounting purposes but do not need to remain attached to the projects that they were originally allocated against.
If there are no rollover funds or interest to report, please input 0. Where there are unspent funds that will be rolled into the current ADPlan, NGOs should ensure that these rollover funds are compliant with the requirements of both the Funding Order and the ANCP Manual. Where rollover funds vary to what was identified in the ADPlan, NGOs should ensure this is updated prior to submitting the Performance Report and should notify DFAT accordingly. 
NGOs may wish to use the Financial Summary Tool (Excel 2010 or Excel 2007 versions) provided in the Header Form to work out project level financials and then sum to the total level. This tool cannot be submitted in place of an ANCP Online submission and is not mandatory but is provided to assist NGOs in ensuring project level figures add up to the correct totals. 

Where an NGO has earned interest on their annual ANCP grant in the ADPlan period, whether in Australia or overseas, this must be reported as part of the Performance Report. 
[bookmark: _Toc387695035]Detail on total DFAT ANCP expenditure 

The total amount of ANCP expenditure for the ANCP program includes expenditure on Development Awareness Raising activities, Design, Monitoring and Evaluation, administration/overheads and project costs. It also includes any funding that was unspent in the ADPlan period (whether ANCP grant amount or interest) which is being rolled over into the next ADPlan period. The total value of this expenditure should be the same as the total funding available (as set out in the previous table). 

When reporting on expenditure of interest, funds should be identified as expended where there is interest that has been earned and expended in the financial year on the project. Unspent funds are funds that were available (i.e. ANCP Grant or interest earned) but that were not expended.   
NGO ANCP contribution: For NGOs, DFAT only needs to know that the proposed contribution met the requirement for a 1:5 match (i.e. the NGO funding was at least 20 per cent of your ANCP annual grant amount; therefore, if the DFAT grant is $100, the minimum NGO contribution is $20). 
[bookmark: _Toc387695036]ANCP financial acquittal 

[bookmark: _Toc387305964]NGOs are asked to provide project-specific data in Project Forms only, to minimise duplication. NGOs may wish to use the Excel document (the Financial Summary Table Excel Tool) made available in the Header Form to assist with preparing the financial information for each project and to ensure that all totals are correct. The Excel form can be submitted as part of the Annual Performance Report to assist in checking data, but NGOs still need to ensure that all data is reported correctly in the relevant Project Forms.
Evaluations for the ADPlan period

DFAT collects information on the evaluations completed by each NGO, which assists DFAT in identifying trends in issues being focused on across NGOs. Any relevant material on the evaluation, such as Terms of Reference and Final Reports, can be provided with either the ADPlan or the Annual Performance Report. 

In the Header Form, there is a question asking whether you have any evaluations to report on. If you mark ‘yes’ to this question, you will then be able to access the data fields in the Evaluation section. The Evaluation section in the Performance Report uses similar fields to those in the ADPlan. When reporting on evaluations, if an evaluation that was meant to be completed has not been, please provide a brief explanation why. If additional evaluations have been conducted, these should also be included. Copies of evaluation reports must be submitted via ANCP Online to DFAT. If the reports are not finalised, ensure an alternative submission date is nominated in the Performance Report and the report provided to DFAT when finalised.
[bookmark: _Toc387305965][bookmark: _Toc387695037]Case studies 
The purpose of case studies is to provide short but context specific examples of projects/programs funded under ANCP during the past financial year. The information will be used publicly on DFAT’s website and in DFAT publications, included in internal and external briefings, and forwarded internally within DFAT.
In this section please include case studies illustrating examples of the achievements of the ANCP program. This can be at program or project level. DFAT encourages personal stories highlighting the tangible impact of NGO work in-country but also welcomes more complex analysis of NGOs’ work in particular contexts. 
Prior to submitting a case study, NGOs should refer to DFAT’s Child Protection Policy where relevant: http://www.DFAT.gov.au/Publications/Pages/child-protection-policy.aspx.
Where an NGO has concerns about child protection or other risks that mean a case study cannot be shared publicly or a photo cannot be provided, this should be identified clearly in the case study narrative. Where this applies, DFAT encourages NGOs to provide alternative case study material. 
Case study name: Provide a short, descriptive title for the case study that can be applied by DFAT when this case study is used. The title should be concise but should also capture the core concept or focus of the case study.

Project or program name/country: Identify the project/program and the country that this case study relates to. Please ensure that the name and country are consistent with other information provided on this project in the ADPlan and the Performance Report. 

Sectoral focus/primary DAC code: Select the appropriate sectoral focus/primary DAC code for either the project that the case study relates to or the specific activities or outputs referred to in the case study. For example, a project overall may be in the Maternal and Child Health sector, but the specific case study refers to the experiences of a person with disability who experienced benefits from this project. In this case, it may be more appropriate to select a sector focus of disability. The selection of sector focus is at the NGO’s discretion. 

Case study narrative: Case studies can be presented according to your experience, but it is recommended that each case study include the following information at a minimum: a description of the context, an outline of the beneficiaries involved and how/if these relations changed over time, an analysis of the issues, including strengths, challenges and proposed approaches, as well as the effective changes and/or challenges to date. The narrative can be provided as a personal story or as a more complex discussion of particular NGO operations. However, when writing the narrative, NGOs should be aware that case studies are intended to be shared publicly as a demonstration of the role of NGOs and their ability to deliver on-the-ground results. DFAT is particularly keen to obtain stories on individuals or communities, as this is a particular strength of NGO programming. 

Case study picture: Each case study should be provided with a high-resolution photo of at least 300 dpi. The final size of a photograph will be determined by how it is used, but as a rough guide try to ensure the photograph is 210 mm wide, although larger than this is always preferred. You can check the number of pixels in an image by right clicking the photo and selecting ‘properties’. On the ‘details’ tab it will state the image dimensions in pixels. If it is less than around 2000 x 
3000 then it is considered a low-resolution image and is not suitable for DFAT use. 

When providing photos, NGOs should ensure that any photos comply with DFAT’s Ethical Photography Guidelines: http://www.DFAT.gov.au/Publications/Documents/ethical-photography-guidelines.pdf. 

Photos should also be provided with a short caption and a photo credit. Where a case study is provided without this information, DFAT will seek clarification from the NGO. 
[bookmark: _Toc387695038]Annual Performance Report Program Forms  
In ANCP Online there is no duplication in the information requested, except project names. NGOs should ensure program names, countries and DAC codes are accurate and current in the ADPlan before submitting the Annual Performance Report. 

Program Forms will only be attached to Annual Performance Reports where an NGO has indicated that this was the structure that applied to their work in the ADPlan period. Where an NGO has indicated that they did not use a program approach in the ADPlan period (i.e. where blank program forms have been used and NGOs have answered ‘no’ to the question regarding the use of a program approach), a Program Form will not be attached in ANCP Online. 

[bookmark: _Toc387305966][bookmark: _Toc387695039]Program outcomes: In this section, provide a brief summary of program level outcomes. Where relevant, these should be quantified, but in general the program level should provide qualitative, overarching strategic information, particularly where this highlights the complexity of the NGO’s work. NGOs may choose to provide detailed information in the Program Outcomes section where this applies to all projects within a particular program, rather than duplicating across all projects. 

Annual Performance Report Project Form 

In ANCP Online there is no duplication in the information requested, except project names. NGOs should ensure project titles, countries, sectoral focus, and primary DAC codes are accurate and current in the ADPlan before submitting the Annual Performance Report. 
[bookmark: _Toc387305968][bookmark: _Toc387695040]Project summary
[bookmark: _Declaration][bookmark: _5._ADPlan_Report_and_Explanatory_No][bookmark: _Toc348958383]
Note: Changes to primary country/partners/primary DAC code/project dates are considered significant changes to a project and should be updated in the ADPlan, not in the acquittal. 

Project results: This section should outline major results achieved by the project against the objectives identified in the ADPlan, including any unintended consequences, both positive and negative. This section should also make it clear whether the project is on track and achieving its targets on schedule. Where relevant, this section should also include information on any notable contributions the activity has made to the broader strategic goals or objectives of the NGO in the particular program, country or sector in the financial year. 

To the extent possible, this section should include both qualitative and quantitative information. For example, NGOs should report tangible outputs, such as: 2 wells and 1 water capturing system built, 20 workshops run on personal health and hygiene. NGOs should also consider reporting on less tangible results, such as: through the literacy component of this project, ANGO has been able to encourage and support increased participation of beneficiaries in employment and vocational training, significantly increasing their livelihoods and ability to participate in their communities.

Where relevant, this section should include approximate numbers of people benefiting from the project, the location of these people, and a brief description of how they are benefiting. You may also wish to include demographic information like gender or age of beneficiaries.

Lessons learned: NGOs should report any project-level lessons that have been generated by the project, such as lessons on how to improve project implementation from a technical or social perspective, or those relating to cross-cutting issues (e.g. environment, gender, et cetera). 

This section should be reflective and take account of the successes and difficulties encountered in the project and the effect of these on the project or future programming. It should include knowledge derived from implementation of the project that is likely to be helpful in modifying and improving future projects. It should also include reference to how the lessons have been responded to, particularly if they have influenced project design. 

Challenges/issues: NGOs should report on any context specific/project-level challenges or issues encountered during the implementation of the project. This includes specifying the effect of these challenges on the project and actions taken to minimise or overcome them. If there were difficulties, this section should also include discussion of actions taken to overcome potential negative impacts.
If there are space limitations, please report on the most significant challenges or issues.
[bookmark: _Toc387695041]Variations to approved ADPlan
Revisions in this section should be those that were not significant enough to warrant the revision of ADPlans, which is generally considered to include changes that involve less than 10 per cent of the total project budget or changes that do not impact on project partners, project countries or project focus (e.g. additional project activities, where these are consistent with the project activities approved in the ADPlan). If the actual result varies significantly from the target, it is useful to list the reasons for this. 
Please note, DFAT should be notified of any significant amendments during the year and before changes are implemented (e.g. large changes in project budgets, changes to project countries etc.). Changes to countries / provinces / sectoral focus (including DAC codes) are considered significant variations and should be updated in the ADPlan.
As this is a mandatory field, if there are no variations, please enter “not applicable”.
[bookmark: _Toc387305969][bookmark: _Toc387695042]Project details and funding 
[bookmark: _Toc387695043]
Secondary countries: Primary country information was not migrated into ANCP Online. Where there has been a change to the primary country or region, this should be updated in the ADPlan prior to submitting the Performance Report.
Secondary countries/regions were not migrated to ANCP Online: Therefore, for projects that encompass multiple countries or is a regional project, NGOs should enter the secondary country/ies as part of the Performance Report form. Key provinces or in-country regions should also be identified, to the extent possible. For DAR projects, this section should include the city/state in which the activities took place. 
Sector focus: The sector focus was not migrated into ANCP Online, so NGOs should select the appropriate sector focus from the list provided. The selection of sector focus is at the NGO’s discretion.

DAC codes: Where the secondary or tertiary DAC codes have changed, NGOs should update these in this section. Where there are changes to the primary DAC code, this should be updated in the ADPlan. This section is not compulsory. Where an NGO feels that the originally provided DAC codes adequately captured the actual project implementation, there is no requirement to report against this section. 
[bookmark: _Toc387695044]Funding summary

Report on the expected expenditure on this project, including DM&E expenditure from the ANCP grant, as follows: 

· ADPlan period DFAT ANCP Grant Excluding Interest: Identify the amount of current period DFAT ANCP funding that was spent on this project. 
· Expenditure from Rolled-Over Funds or Interest: Identify the amount of funding used on this project that was rolled over from the previous ADPlan period (ANCP grant or interest), as well as the interest earned on the current ADPlan period grant that was spent on this project. There is no requirement for NGOs to spend rolled-over funds on the same project to which they were originally allocated. Similarly, NGOs do not need to allocate interest gains against the same project where the interest was originally earned.  
· DFAT ANCP DM&E Contribution: The amount of DFAT ANCP funding that will be spent on DM&E activities as part of this project should be included in the total DFAT ANCP expenditure for each project, but should also be separately identified in this section. NGO expenditure on DM&E should be included in the NGO Contribution and should not be separately identified.   

NGOs may wish to use the Financial Summary Tool (Excel 2010 or Excel 2007 versions) provided in the Header Form to work out project level financials and then sum to the total level. This tool cannot be submitted in place of an ANCP Online submission and is not mandatory but is provided to assist NGOs in ensuring project level figures add up to the correct totals.   

Detailed financial information under the financial acquittal: Under ANCP Online, DFAT does not require NGOs to break down expenditure into categories (e.g. personnel, support costs). However, NGOs are required to maintain accurate expenditure records at the project level and make these available to DFAT when and if requested. 

To support NGOs in ensuring expenditure aligns with DFAT expectations, it may be useful to refer to the following definitions: 

Activity Personnel: Activity personnel are staff of both the Australian NGO and its implementing partner engaged in activity management and/or implementation in Australia and in country. Costs include full costs for professional, technical, administrative and clerical staff engaged with the project in country. Costs also include salary charges only for professional, technical, administrative and clerical staff involved in monitoring and managing of the project in Australia and on in-country visits and covers such activities as checking field reports, liaison and communications with project partners, preparing project designs, project completion reports and acquittals. These staff costs should be pro-rata to reflect actual time spent on ANCP funded activities. Only those staff involved in the implementation and management of the project are eligible to be charged against Project Activity Costs. 

In relation to the recording of staff time, DFAT does require tangible/substantive evidence to justify the costs detailed in the acquittals. The process must be transparent and provide a clear audit trail. The documentation must be reliable and relate to actual expenditure. DFAT does not advocate any particular time recording system for the allocation of actual staff costs. It is up to the organisation to determine the most appropriate system to meet these requirements. These systems are subject to assessment by DFAT at its discretion.

Personnel Travel: These costs include transport costs, accommodation and per diems, including monitoring visits for travel associated with ANCP projects.

Non Personnel Inputs: Non personnel inputs include the costs of materials, equipment, freight, commodity and insurance inputs. 
[bookmark: _Toc387695045]In-Country Activity Support Costs

This category can include activity support costs, communication costs and field office costs. Within this category, activity support costs relate to those costs incurred directly in supporting the efficient and effective implementation of the activity and excludes items listed in admin/overheads costs. The agency must, if required, be able to demonstrate how activity support costs have been attributed to the activity. 

Communication costs are only for communications between the implementing agency and in-the-field staff and the Australian NGO’s Australian office, as required for ANCP projects.

As noted in the ANCP Manual, DFAT will only fund the purchase of vehicles for an activity in exceptional circumstances. Costs for the use of the NGO’s vehicles can only be included where they can be shown as essential for activity management. Any depreciation of an NGO’s vehicles should be costed using the Australian Tax Office prime cost method where a vehicle will be only partly used on the funded activity, or where the activity is not expected to last the life of the vehicle. If DFAT funds the total capital cost of the vehicle, no depreciation is allowed.


[bookmark: _Toc387305970][bookmark: _Toc387695046]Other information 

[bookmark: _Toc387305971][bookmark: _Toc387695047]This section should only be completed when there are particular issues that need to be brought to DFAT’s attention. This may include further explanation of the financial situation when there are complicating factors, or other information as requested by DFAT.
Beneficiaries (project)

See the Beneficiaries Section of this Page 55 of this guide. Actual total is required. NGOs should also disaggregate into actual men/women/girl/boy and urban/rural. Please note that Performance Reports will require data to be disaggregated by men/women/boy/girl/urban/rural and people with a disability. 
[bookmark: _Toc387695048]Family planning and reproductive health

All projects that include family planning and reproductive health activities must be identified to DFAT, and estimates of the number of direct beneficiaries (man and woman) must be provided. This includes projects which are not primarily family planning projects or which are not identified as family planning by the DAC sector code but which include some element of family planning (e.g. a maternal and child health program that includes some component of awareness raising on family planning issues). 

NGOs may wish to use the Beneficiary Tool (Excel 2010 or Excel 2007 versions) provided in the Header Form to work out project level beneficiaries and then sum to the total level. This tool cannot be submitted in place of an ANCP Online submission and is not mandatory, but is provided to assist NGOs in ensuring disaggregated figures add to the correct totals.   
[bookmark: _Toc387695049]In-Australia ANCP Development Awareness Raising (DAR)

Details of in-Australia ANCP DAR projects, including ANCP funds utilised for such projects, will be placed on DFAT’s website, in line with DFAT’s Transparency Charter.

If NGOs have multiple DAR projects, there may be value in setting all projects up within a single DAR program. In this program section, provide an overview of your DAR approach, including any particular highlights anticipated for the ADPlan period. 

When completing information on DAR projects:
· Please provide the location the project/s will take place (i.e. city name, State/Territory, rural/urban).
· All in-Australia DAR projects must have the DAC code 99820. No other ANCP projects should use this code. 
· Ensure the DAR projects have ‘Australia’ as the country. No other ANCP projects should be identified against Australia. 
· Ensure the sectoral focus is ‘in-Australia development awareness raising’. 
The DAR Guidelines should be referred to in the preparation of your DAR project. They can be found on the DFAT website at: http://www.DFAT.gov.au/Publications/Pages/3098_1034_7723_2624_7859.aspx. 

When preparing DAR project proposals, it is important to note the following issues which are covered in the guidelines:
· The proportion of ANCP funds for in-Australia development awareness raising will decrease to six per cent in 2013-14 and 2014-15, and then to five per cent in 2015-16 and 2016-17.

· NGOs producing any published material as part of a development awareness raising activity (e.g. magazine articles, radio segments, websites, and brochures) must ensure that such material is submitted to DFAT for review prior to being published, printed or distributed. Material should be emailed to DFAT at ancpau@dfat.gov.au, noting that DFAT requires at least 15 working days (longer if possible) to undertake this review. 
[bookmark: _Beneficiaries_and_Indicators][bookmark: _Toc387695050][bookmark: _Toc387736821]Beneficiaries and Indicators
[bookmark: _Beneficiaries]The beneficiary tables provide information on how many beneficiaries each project will reach. 

In the ADPlan, it is expected that NGOs will report on expected beneficiaries as a minimum. Wherever possible, this data should be disaggregated into men/women/boy/girl, although any other beneficiary data are encouraged. For the Annual Performance Report, actual total and disaggregation into men/women/girl/boy/urban/rural and people with a disability should be completed for all projects and at the agency level.

In the ADPlan and the Annual Performance Report, NGOs are asked to report on beneficiary values at two levels: at the agency-wide level in the Header Form, and in the Project Form for each project. If your projects are working in separate communities, the agency-wide figures should be an aggregation of the project level values. If you have projects working in the same communities, the agency-wide values need to take into account this duplication in beneficiaries.

NGOs may wish to use the Beneficiary Tool (Excel 2010 or Excel 2007 versions) provided in the Header Form to work out project level beneficiaries and then sum to the total level. This tool cannot be submitted in place of an ANCP Online submission and is not mandatory but is provided to assist NGOs in ensuring disaggregated figures add up to the correct totals.   

For the ADPlan, total expected beneficiaries should be disaggregated to the extent possible. For the Performance Report, total actual should be disaggregated across all values. The total of these values should equal the total expected/actual beneficiaries. Please note that the categories are mutually exclusive, so a beneficiary should be reported only once in each set of disaggregated data (e.g. man or man with disability or boy).

Where figures are disaggregated, they are for expected (ADPlan) or actual (Annual Performance Report) beneficiaries only. Baseline and target beneficiaries should not be disaggregated in either report.  Where data is disaggregated: 

· Totals for man, woman, boy, girl, man with disability, woman with disability, boy with disability, girl with disability should equal total expected/actual. These categories are mutually exclusive.
· Totals for rural and urban should equal total expected/actual. These categories are mutually exclusive.


Definitions: 
· Beneficiary: There is no universal, consistent definition for how to identify beneficiaries within development programming. NGOs should use an organisation-wide definition of a beneficiary that is applied to all projects. To assist in applying this definition, ‘beneficiary’ could refer to the individuals and the communities that contribute to the project outputs or participate in project activities.
· Expected: The number of people expected to be reached during the financial year. For example, an NGO has a target of 95 per cent of adults in a community of 20,000 people having access to family planning at the end of a project. The baseline is 5,000, so there are 14,000 total target beneficiaries across the life of the project. Expected beneficiaries are spread over the three years of the project. Therefore, in the first year, expected beneficiaries are 5,000; in the second year, 5,000; and in the third year, 4,000 (the difference between current and target).
· Expected total direct beneficiaries: Defined as those for whom the service is devised and directed.
· Expected total indirect beneficiaries: Those who are not targeted by the service but receive some benefit.
· Baseline: The number of people already receiving support or services at the beginning of the project. For example, if 25 per cent of the adult men and women in a community of 20,000 have access to family planning before starting the project, the baseline for this project is 5,000.
· Target: The cumulative number of people reached at the end of the project, including people captured in the baseline. For a project of three years, the target will be the total number of beneficiaries we expect at the end of the three years. For example, a three-year project aims for 95 per cent of adult men and women in a community of 20,000 having access to family planning, and 5,000 have access to this service before the project commences. The target beneficiaries for the life of the project will be 19,000.
· Boy/Girl: The standard age limit is 18 years old, although this limit may vary, depending on circumstances and country. NGOs should be aware that the DFAT Child Protection Policy[footnoteRef:12] applies to all people under 18, regardless of whether a person is categorised as an adult for data collection purposes. [12:  http://aid.dfat.gov.au/Publications/Pages/child-protection-policy.aspx ] 

· Disability: Reporting on disability should be consistent with the United Nations (UN) Convention on the Rights of Persons with Disabilities (CRPD). The CRPD definition is “Persons with disabilities include those who have long-term physical, mental, intellectual or sensory impairments which in interaction with various barriers may hinder their full and effective participation in society on an equal basis with others.” For further guidance on disability, see here: http://www.DFAT.gov.au/Publications/Pages/5709_1424_1795_240_2576.aspx.  
· Rural/Urban: There is no consistent, internationally accepted definition for rural/urban. The World Bank recommends that each country or partner should define urban (and by extension rural) depending on the circumstances. This country-specific definition and any other relevant factors should be taken into account when an NGO is determining whether a beneficiary should be identified as rural or urban. This broadly uses the following definitions: 

Rural: a geographic area that is located outside of cities and towns. People who live outside of town and city boundaries can be classified as rural.

Urban: a geographic area inside town and city boundaries. People who live inside city boundaries or the land on which they live is zoned by local government as urban use, will be classified as urban.
[bookmark: _Toc387305974][bookmark: _Toc387695051]Performance Report definitions
· [bookmark: _Indicators][bookmark: _Toc348958385]Actual: The number of people actually reached during the financial year. 
· Actual total direct beneficiaries: Those beneficiaries reached during a financial year for which the service is devised and directed.
· Expected total indirect beneficiaries: Those who are not targeted by the service but received some benefit.
[bookmark: _Toc387305975][bookmark: _Toc387695052]Indicators (ADPlan and Performance Report)
The use of indicators is a way for DFAT to capture quantitative information about the contribution ANCP NGOs are making to DFAT’s strategic goals. These indicators allow DFAT to communicate ANCP achievements in a quick and simple way and support more in-depth analysis of the qualitative information provided by NGOs. In the ADPlan, NGOs are required to provide expected values for headline indicators and selected ANCP-specific indicators at the aggregate, agency level only. Indicators are not required at the project level in the ADPlan. In the Performance Report, NGOs will be required to report against all relevant indicators (not just headline) at the project level. NGOs are asked to report against indicators in the ADPlan at the total, NGO level only. However, it is expected that NGOs will report against the indicators for each project when completing the Performance Report. 

The majority of indicators are accompanied by technical notes in the ANCP Online forms, which can be downloaded and distributed as required. If there are any questions or concerns around how to calculate indicator values or respond to particular indicators, NGOs should contact the ANCP team at ancpau@dfat.gov.au for advice. 
[bookmark: _Toc387695053]ADPlan

For the ADPlan, NGOs will be asked to report expected results against the selected indicators. For the initial ADPlan, this is the only required category, although DFAT encourages NGOs to complete baseline and target values where possible. In the future, DFAT expects that NGOs will be able to provide these values in the ADPlans. 
[bookmark: _Toc387695054]Annual Performance Report 

It is expected that NGOs will report against the indicators for each project when the Annual Performance Report is completed. In the Annual Performance Report, the information in the indicators section should be consistent with the information provided in the projects and beneficiary tables. 

For indicators in the Annual Performance Report, NGOs should report on actual results against the selected indicators and, to the extent possible, NGOs should disaggregate indicator values. At a minimum, and where relevant, DFAT expects disaggregation into men, women, children and people with disability. For some indicators, minimal disaggregation is required (e.g. indicators relating to the number of civil society organisations only ask for the number reached and disaggregation into rural/urban). Where this applies, it has been identified in the Annual Performance Report and only the required disaggregation is requested. 

For some indicators, DFAT requires NGOs to provide an explanation on how values were calculated and confirmation that the technical notes were referred to. This applies to those indicators identified as Headline Indicators throughout DFAT, and is requested to ensure consistency of reporting against these indicators. It also provides NGOs with a brief opportunity to report on additional quantitative or qualitative information against particular indicators. Where this is required, it is identified in the Performance Report form. When reporting on this information, NGOs should consider what information may be useful for DFAT to have when reviewing indicator data, particularly any information that assures the validity or credibility of results. 

When completing the Performance Report for each project, NGOs should select the relevant indicators from the list provided for each project. After making this selection, the next page of the Performance Report will ask NGOs to enter the relevant values. For most indicators, the values entered correspond directly against the indicator selected. However, some indicators are actually composites of lower-level data. To support DFAT reporting requirements, NGOs will be asked to report against these lower-level figures, which will then be automatically aggregated by DFAT to report against the higher-level indicators. The affected indicators are:

2.101 - Number (x) of additional children enrolled in school: Reporting on this indicator requires data to be disaggregated by level of education against indicators:
· 2.104 - Number (x) of children enrolled in kindergarten / pre-primary education
· 2.105 - Number (x) of children enrolled in primary education
· 2.106 - Number (x) of children enrolled in lower secondary education
· 2.107 - Number (x) of children enrolled in senior secondary education
· 2.108 - Number (x) of children enrolled in non-formal education (this indicator is optional and should be reported on if this is part of the in-country definition of basic education)
· 2.109 - Number (x) of people who are able to participate in education through quality alternative pathways (this indicator is optional and should be reported on if this is part of the in-country definition of basic education)

2.202 - Number (x) of students provided with financial support or nutritional support: Reporting on this indicator requires data to be disaggregated by nutritional or financial support against indicators:
· 2.231 - Number (x) of students provided with financial support
· 2.232 - Number (x) of students provided with nutritional support

2.203 - Number (x) of classrooms built or upgraded: Reporting on this indicator requires data to be disaggregated by level of education that the classrooms are primarily intended to reach and the accessibility of the classrooms. For this indicator, the categories are mutually exclusive. For example, if a classroom for pre-primary education has been built/upgraded in accordance with the accessible design guidelines, it should be counted at indicator 2.219. If it is not in accordance with the design guidelines, it should be counted at indicator 2.220. This indicator is disaggregated into the following indicators: 
· 2.219 - Number (x) of classrooms built or upgraded in kindergarten/pre-primary education
· 2.220 - Number (x) of classrooms built or upgraded in kindergarten/pre-primary education in accordance with accessible design guidelines for Australia’s aid program
· 2.221 - Number (x) of classrooms built or upgraded in primary education
· 2.222 - Number (x) of classrooms built or upgraded in primary education in accordance with accessible design guidelines for Australia’s aid program
· 2.223 - Number (x) of classrooms built or upgraded in lower secondary education
· 2.224 - Number (x) of classrooms built or upgraded in lower secondary education in accordance with accessible design guidelines for Australia’s aid program
· 2.225 - Number (x) of classrooms built or upgraded in community learning centres
· 2.226 - Number (x) of classrooms built or upgraded in community learning centres in accordance with accessible design guidelines for Australia’s aid program

2.201 - Number (x) of teachers trained: Reporting on this indicator will require disaggregation of data into whether teachers are pre-service or in-service against indicators:
· 2.206 - Number (x) of people trained to become a teacher—pre-service
· 2.207 - Number (x) of teachers who received training in-service (i.e. as part of their ongoing professional development) 

2.511 - Percentage of water and sanitation management committees with at least 50 per cent women members: Reporting requires data to be disaggregated into the number of WASH committees supported, number of WASH committees supported with at least 50 per cent of women and the total number of members in WASH committees supported, as reported against indicators:
· 2.508 - Number of WASH committees supported
· 2.512 - Number of WASH committees supported with at least 50 per cent women
· 2.509 - Total number of members in WASH committees supported.



[bookmark: _Toc387695055][bookmark: _Toc387736822]Tips for ANCP Reporting 
The information below is provided to assist NGOs in preparing their reporting to DFAT. 

Prior to submission, ensure that all information is consistent with the ANCP Manual. Key issues are identified below. Remember, once an ADPlan or Annual Performance Report has been submitted to DFAT, NGOs cannot make changes through ANCP Online. The ADPlan will need to be ‘unsubmitted’ by DFAT before updates or amendments can be made.

It is recognised that NGO programs range from a portfolio of projects to a single program and then to multiple programs across several sectors. 
[bookmark: _Toc387695056]Submission of ADPlans and Annual Performance Reports 
· The ADPlan is due to DFAT no later than 30 June each year. 
· Annual Performance Reports are due no later than 30 September each year. 
· NGOs submit one ADPlan for the full funding period (i.e. for the upcoming financial year). This ADPlan can be updated as necessary throughout that period. 
· NGOs submit one Annual Performance Report for the full funding period (i.e. the previous financial year). 
· The ADPlan and Annual Performance Report consist of a Header Form, followed by sub-forms containing more detailed program and project information.  
· The entire ADPlan or Annual Performance Report should be submitted as one document (i.e. the Header Form and sub-forms are submitted at the same time). DFAT will not review ADPlans or Annual Performance Reports that are incomplete or do not have the certification attached. 
· If Australian NGOs choose to collaborate on an DFAT funded project, the partnership should be clearly acknowledged in the ADPlan including the role of each partner, contributions, an accountability framework and clear performance information showing what each partner will achieve.
[bookmark: _Toc387695057]Information in ADPlans and Annual Performance Reports
· ADPlans and Annual Performance Reports are public documents. Therefore, they must be easy to read and understandable. Please avoid confusing, lengthy statements or sentences. Similarly, be aware of the impact certain activities and phrases could have when interpreted by an audience without an aid and development background.
· Language to avoid includes: lobbying, campaign/s, activist/ism, advocacy (when to government), action groups, mobilising, touring, a review to verify positive results, evidence based action research, fundraising.
· Double-check for spelling mistakes and grammatical errors. 
· Spell out all acronyms when used for the first time on each form (i.e. each Project Form and each Program Form). 
[bookmark: _Toc387695058]Financials 
· The total received from DFAT should be the same as your Indicative Planning Figure for the relevant financial year. 
· The NGO contribution is 1 NGO dollar to every 5 DFAT dollars (1:5). Please note, the ratio is applied to the entire ANCP program (i.e. the grant), not individual ANCP projects.
· Any approved rollover funds from the previous year and any interest earned (but not programmed) must be included in the relevant sections.
[bookmark: _Toc387695059]Data 
· DAC codes refer to the sector in which the project is taking place. They do not describe the effects of the project. For example, a flow-on effect from WASH work may be that the local community are more aware of their civil rights. However, the project itself is a WASH project. The DAC code should therefore be WASH specific. It is not appropriate to include an equivalent civil rights DAC code.
· It is essential that DAC codes are correct and accurate. DAC code data feeds directly into DFAT reporting. Please consult the current DAC Codes list at: www.oecd.org/investment/aidstatistics/purposecodessectorclassification.htm%23bottom.
· Ensure beneficiary numbers total correctly and are recorded in line with the guidance provided in the template. 
[bookmark: _Program_budget_summary_1][bookmark: _Toc387695060]Program budget summary and project financials—internal consistency checks
DFAT will run a report on ADPlans and Annual Performance Reports after submission to ensure:
· The total ANCP expenditure across projects, including on administration, design, monitoring and evaluation and in-Australia Development Awareness Raising (DAR), is equivalent to the total funding available, as identified in the table ‘DFAT ANCP Funding’, including rolled-over funds and interest.
· Total NGO expenditure across the projects is equivalent to the NGO contribution amount. 
· Interest includes interest earned on ANCP funds in Australia by the Australian NGO and interest earned overseas by the partner organisation. 
· There is consistency between the values reported in the ANCP Program Budget Summary in the Header Form and the values recorded across all the projects. For example, based on the tables on Page 61:
· a + b + d= the sum of all f values across all projects (i.e. the sum of funds received in the previous ADPlan period and rolled over into the current ADPlan; Interest earned on funds received in the previous ADPlan period, not yet programmed and rolled over to the current ADPlan period; and estimated interest on the grant received in the current ADPlan period recorded across all projects should be equal to the total funds rolled over and interest sections in the ANCP Program Budget Summary).
· c = the sum of all e values across all projects (i.e. total ANCP grant expenditure should be the same as the total of that identified across all projects).
· g = the sum of all h values across all projects (i.e. total ANCP DM&E should be the same as total of that identified across all projects).






ADPlan table: Program Budget Summary in the Header 

[image: ]

ADPlan table: Funding Summary in the Project Form 
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* Note that this symbol indicates that a field is a required field. All financial values in both the Header and the Project form are required fields.

[bookmark: _Toc387695061]How Time Period and Australian Financial Years are reflected in ANCP Reporting 
Through the ANCP, NGOs deliver programs according to an Australian financial year, from 1 July to June 30. ANCP reporting requirements are also designed according to the Australian annual financial year cycle.

For the purposes of an ADPlan or Performance Report, the financial year being reported on is referred to as “current” or “this” ADPlan period. The previous year’s ADPlan is referred to as “previous” ADPlan period, even where this period is still underway (e.g. such as when an NGO is completing the ADPlan for 2014-15, the “current” ADPlan period, even though reports are drafted during the 2013-14 financial year).

For example, for the 2013-14 ADPlan:
· “this ADPlan period” or “current ADPlan period” refers to 2013-14 information; and
· “previous ADPlan period” refers to 2012-13 information.

Similarly, for the 2012-13 Annual Performance Report:
· “this ADPlan period” or “current ADPlan period” refers to 2012-13 performance information; 
· “previous ADPlan period” refers to 2011-12 information; and
· “next ADPlan period” refers to the 2013-14 period.

So using the 2013-14 ADPlan as the example:
· Rollover funds (excluding interest): Funds received in the previous ADPlan period and rolled over into this period (excl. interest) refers to funds received in 2012-13 and rolled over into 2013-14.
· Rolled over interest: Interest earned on funds received in the previous ADPlan period, not yet programmed and rolled over to this ADPlan period refers to interest earned in 2012-13 and rolled over into 2013-14.
· ANCP grant: DFAT ANCP grant received in this ADPlan period refers to the ANCP grant earned in 2013-14.
· Estimated interest, this ADPlan period: Estimated interest on grant received in this ADPlan period refers to interest estimated to be earned on the ANCP grant received in 2013-14.
· Cumulative Project Funding before this ADPlan period - Total cumulative funding received before this ADPlan period from all donors, including DFAT, Australian NGOs, implementing partners and NGO contributions refers to cumulative project funding received before 2013‑14.
· Revenue for International Development, previous financial year / Revenue for International Development, current financial year  - refers to revenue for international development earned in 2012-13 and 2013-14 
[bookmark: _Toc387695062][bookmark: _Toc387736823]Certification and NGO approval in ANCP Online
Note: The Certification for the ADPlan and the Annual Performance Reports are not the same document. Please ensure that the correct signed Certification is attached to the relevant completed ANCP Online Header Form. Neither form will be considered complete without this attached document. 

Each NGO has already submitted to DFAT a list of people and positions authorised to sign:
· Service Orders and other agreements;
· ADPlans and Performance Annual Reports; 
· Acquittals; and
· RDE worksheets.

Only these individuals are authorised to sign the Certification. If the Certification has not been signed by someone on this list, payment to the NGO may be delayed.
[bookmark: _Toc387695063]ADPlan Certification
The following declaration must be completed for all ADPlans. The PDF version of this form must be signed by an Authorised Officer and attached to the Header Form before the ADPlan can be submitted. Applications submitted without the completed Certification signed and attached will not be considered complete and will not be reviewed by DFAT.
By signing the declaration, the Authorised Officer confirms that:

· All ANCP projects will be implemented in accordance with DFAT policies and requirements, including those regarding anti-terrorism, fraud, family planning, environment, climate change, gender and disability.
· The NGO and all partner agencies implementing ANCP projects will adhere to DFAT's Child Protection Policy (as per http://www.DFAT.gov.au/Publications/Pages/child-protection-policy.aspx). In particular, the NGO and all partner agencies will have a current compliant child protection policy and will notify DFAT immediately of all incidents of child exploitation and abuse or policy non-compliance.
· The NGO consents to the Australian Government using and disclosing all or part of this ADPlan as required, primarily through the use of project information or case studies on the DFAT website.
· All ANCP projects will be implemented in accordance with the agreed ADPlan and where required, any changes will be submitted to DFAT for approval prior to being implemented.
· The NGO will promote the role of the Australian Government in their work consistent with (insert name of policy).  All accredited NGOs will report to DFAT on how they met this requirement in their ANCP Annual Performance Report. Any use of the DFAT logo should be as per DFAT guidance (as set out at www.DFAT.gov.au/about/pages/logo.aspx).
· NGOs participating in in-Australia ANCP Development Awareness Raising activities will implement projects in accordance with DFAT’s Development Awareness Raising Guidelines, available at: www.DFAT.gov.au/Publications/Pages/3098_1034_7723_2624_7859.aspx. 
· NGOs participating in in-Australia ANCP Development Awareness Raising activities acknowledge that all material generated as part of these activities must be submitted to DFAT for review prior to being published, printed or distributed, and that DFAT requires at least 15 working days to undertake this review.
· The NGO acknowledges that DFAT approval of this ADPlan will not give rise to any expectation of or commitment to funding by DFAT of any future activity other than that approved for activities as identified in this proposal.  
· In addition to the above, the NGO will comply with all requirements under the Head Agreement and ANCP Funding Orders.
[bookmark: _Toc387695064]Annual Performance Report certification 
The following declaration must be made by an Authorised Officer (as defined by the NGO) and attached to the Header Form of the Australian NGO Cooperation Program (ANCP) Annual Performance Report. In addition to signing this Certification, the Authorised Officer must tick the boxes below to indicate that they have read, understood and agreed to the statements.

By signing the declaration, the Authorised Officer certifies that: 

· this report is as complete and accurate as possible given the information  available at the time of writing 
· the financial acquittal is a correct record of income and expenditure for this Performance Report
· interest earned on DFAT funds has been calculated and reported accurately or refunded to DFAT 
· a detailed record of income and expenditure at an individual item level is available
· the expenditure detailed in the financial acquittal has been extracted from the NGO's (or the delivery organisation’s) financial accounting records 
· the funds allocated in the ADPlan were used in accordance with the NGO’s  Head Agreement with DFAT 
· the funds allocated were used in accordance with the DFAT approved ADPlan and Funding Order 
· any fraud or child protection cases were reported to DFAT in writing within 5 days of the incident occurring 
· where an NGO has completed a Development Awareness Raising (DAR) project, this project was implemented in accordance with DFAT’s DAR Guidelines, available at the following link:  http://www.DFAT.gov.au/Publications/Pages/3098_1034_7723_2624_7859.aspx   
· the NGO consents to the Australian Government using and disclosing all or part of this Performance Report as required. 


[bookmark: _Key_Document_Summary][bookmark: _Toc387695065][bookmark: _Toc387736824]Key Document Summary 
The following documents are to be used in the preparation of ADPlans:

DFAT Guide to Gender and Development,[footnoteRef:13]  [13:  http://www.environment.gov.au/topics/about-us/legislation/environment-protection-and-biodiversity-conservation-act-1999 ] 

DFAT Gender Equality Strategy[footnoteRef:14] [14:  http://aid.dfat.gov.au/aidissues/Documents/thematic-strategies/gender-equality-strategy.pdf] 

Environmental Management Guide for Australia’s Aid Program and Promoting Practical Sustainability [footnoteRef:15]
Environment Protection and Biodiversity Conservation Act, 1999[footnoteRef:16]   [15:  http://aid.dfat.gov.au/Publications/Pages/2297_1393_1917_9648_6600.aspx ]  [16:  http://www.environment.gov.au/topics/about-us/legislation/environment-protection-and-biodiversity-conservation-act-1999 ] 

DFAT Family Planning and the Aid Program: Guiding Principles[footnoteRef:17] [17:  http://aid.dfat.gov.au/Publications/Documents/fam-plan-principles.pdf ] 

DFAT Child Protection Policy[footnoteRef:18]  [18:  http://aid.dfat.gov.au/Publications/Pages/child-protection-policy.aspx ] 

Safeguarding your organisation against terrorism financing: Guidance for non-profit organisations[footnoteRef:19].  [19: http://www.ag.gov.au/CrimeAndCorruption/AntiLaunderingCounterTerrorismFinancing/Documents/Safeguardingyourorganisationagainstterrorismfinancing-booklet.pdf] 

Development for All: Towards a disability inclusive Australian aid program  [footnoteRef:20]  [20:  http://aid.dfat.gov.au/Publications/Pages/8131_1629_9578_8310_297.aspx ] 

Optimizing health worker roles for maternal and newborn health: World Health Organisation Guidance[footnoteRef:21]  [21:  http://optimizemnh.org/ ] 

Australian Council for International Development (ACFID) Code of Conduct[footnoteRef:22] ; [22:  http://www.acfid.asn.au/code-of-conduct/code-of-conduct ] 

DFAT Ethical Photography Guidelines[footnoteRef:23] [23:  http://www.DFAT.gov.au/Publications/Documents/ethical-photography-guidelines.pdf. ] 

[bookmark: _Toc387695066][bookmark: _Toc387736825]Acronym Index
ABN - Australian Business Number 
ACFID - Australian Council for International Development
ACIAR - Australian Centre for International Agricultural Research  
ADPlan – Annual Development Plan 
ANCP – Australian NGO Cooperation Program
CDC - Committee for Development Cooperation 
CRPD - Convention on the Rights of Persons with Disabilities 
DAC - Development Assistance Committee
DAR - Development Awareness Raising 
DFAT - Department of Foreign Affairs and Trade 
DGR - Deductible Gift Recipient 
DM&E - Design, Monitoring and Evaluation
EMG - Environmental Management Guide
EMS- Environmental Management System   
IETs - International Environmental Treaties 
IPF - Indicative Planning Figure
M&E - Monitoring and Evaluation 
NGO - Non-Government Organisation 
PNG – Papua New Guinea
POI - Program/Project Online Identification 
RDE – Recognised Development Expenditure
UN - United Nations
WASH - Water, Sanitation, and Hygiene
[bookmark: _Toc387695067][bookmark: _Toc387736826]Seeking further guidance
For assistance with accreditation, please contact the accreditation team at accreditation@dfat.gov.au

For assistance with program management or administration (e.g. ADPlans, Performance Reports), please contact the ANCP Hotline on (02) 6178 5888 on Tuesdays and Thursdays, between 2-4pm or ancpau@dfat.gov.au

For technical assistance with the ANCP Online system managed by  SmartyGrants, please contact the SmartyGrants Help Desk: (03) 9320 6888.
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