
[bookmark: _GoBack]PROJECT ANNUAL WORK PLAN
	Project Title(ID):

	Supervisory agency:

	Executing agency:

	Implementation agency(s):

	Project implementation duration:  [dd/mm/yy to dd/ mm/yy,       months] 

	Duration covered by the AWP:[ mm/yy to mm/yy (Project Year   )]

	APFNet total grant(USD):
	Total Counterpart Contribution(USD):

	Project budget for the Year(USD):
	APFNet Grant for the Year (USD):  

	Project description of the Year 
1. Brief the overview of the Project, highlighting key elements such as project goal(s), objectives, and expected outputs; If the Plan is for the second or third project year, also summarize progress achieved in previous project year. 
2. Brief work planning and intended results for the Year, highlighting strategy, methods/approaches, key/milestones activities to be undertaken towards the achievements of the expected outputs; also specify events/activities that may need APFNet engagement. and/or participation; 
Output1 and yearly targets
    Activity 1.1 (who, how, when and results) 
    Activity 1.2 (who, how, when and results)
3.Human and resource inputs 
Describe staff, consultants and financial needed for the project year. Details should be added as annex such as TORs. 










	Prepared and Submitted by 



[Printing name and title]
Project Director signature on behalf of EA    Date              
	Reviewed and Endorsed by 



[Printing name and title]       
Project Steering Committee Chair signature    Date              


 (
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	Expected outputs
(with indicators including annual targets for the Year)
	Planned activities 
(list all the activities, including M&E, audits, during the year to achieve the outputs)
	Responsible party
	Timeframe 
	Planned budget（USD）

	
	
	
	Q1
	Q2
	Q3
	Q4
	APFNet
Grant

	Counterpart Contribution
(list all the other sauces of funds& amount)
	Budget 
description

	Output1
Intended target 1.1
Intended target 1.2
Intended target1. 3
	Activity1.1
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Activity1.2
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	……
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Output2
Intended target 2.1
Intended target 2.2
Intended target12 3
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	……
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Note: 
1. Project year and project quarter is in line with actual implementation duration rather than natural year and month.
2. Include all the project activities, and specify activity/event that may need APFNet involvement and/or participation.
3. Bold and italicize in-kind contribution. 
Detailed Implementation Plan for Project Year    
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	Cost category
	Rate /unit
	No. of Unit
	Planned budget
	TOTAL

	
	
	
	APFNet Grant
	Counterpart Contribution
(also list other sources of funding & amount)
	

	Project staff cost
(salary and regular allowance for project staff and management personnel)
	
	
	
	
	

	Subtotal 
	
	
	
	
	

	Consultants cost 
(local and international consultants’ fees)
	
	
	
	
	

	Subtotal
	
	
	
	
	

	Travel and related cost 
[bookmark: OLE_LINK27][bookmark: OLE_LINK28](air fare, local travel, per-diem and etc, including project personnel, consultants, guests and participants for project events )
	
	
	
	
	

	Subtotal 
	
	
	
	
	

	Meeting and training cost
[bookmark: OLE_LINK21][bookmark: OLE_LINK22](venue, facility, hospitality, speakers/experts’ fees , participants accommodation, meeting materials, etc) 
	
	
	
	
	　

	Subtotal 
	
	
	
	
	

	Field activities cost
(labor cost for local community planting, etc) 
	
	
	
	
	　

	Subtotal 
	
	
	
	
	

	Publication &Dissemination cost
(formulation, editing, publishing of articles, reports, books and information products and organization of outreach activities, media activities)
	
	
	
	
	

	Subtotal 
	
	
	
	
	

	Office Operation cost
( project administrative management fee and administrative staff cost, lease/rental of office premises, office and facility maintenance, etc)
	
	
	
	
	　

	Subtotal 
	
	
	
	
	

	[bookmark: OLE_LINK29][bookmark: OLE_LINK30][bookmark: OLE_LINK31]Procurement 
(purchase of vehicles, equipment, devices etc)
	
	
	
	
	

	Subtotal 
	
	
	
	
	

	Monitoring, evaluation and audit cost
	
	
	
	
	

	Subtotal 
	
	
	
	
	

	TOTAL
	
	
	
	
	


Project Budget by Category for Project Year    
Note： Each budget category should include sub-headings as listed in separate lines, and subtotal should be calculated for each category.
Other annexes:	

· List key personnel for project implementation and management/supervision, and describe their roles and responsibilities 
· List consultants needed/identified for the project year , providing TORs to specify their roles, tasks and expected outputs;  
· List planned procurement for the year. 

































AWP Instructions: 
1. The Annual Work Plan (AWP) is prepared for every project year, on the basis of intended year results (what) to achieve the project objectives and goal(s), strategies (how),timeframe(when), implementing partners (who) and budgets for the planned project year, as the same time reflecting achievements and lessons learned of the preceding year.

2. [bookmark: OLE_LINK1][bookmark: OLE_LINK2]AWP is prepared by the Project Director on behalf of Executing Agency (EA), and is submitted to APFNet via Project Steering Committee review and endorsement. Signatures of both Project Director and Project Steering Committee Chair are required to prove AWP, which is agreed among project team, supervisory body and main stakeholders, with comments on previous project progress among project partners incorporated. 

3. AWP shall be submitted and approved before the intervention of a new project year. The APFNet will review the document, as applicable for according project grants transfers 
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