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Workplan for Action Programmes



Action Programme Work Plan Form
Explanatory Remarks

In accordance with the Agreement, the Implementing Agencies must submit a detailed Workplan not later than one month after the starting date of the Action Programme.  The Workplan should cover all Outputs and Activities for the entire duration of the Action Programme and give a tentative schedule, which shows the fund requirement. Implementing Agencies of Action Programmes with a contract value of US$100,000 or more would be requested to update the Workplan, every six months or sooner if necessary, and to submit it to the ILO for approval.  Furthermore, it is strongly recommended to all Implementing Agencies to submit a tentative Workplan together with the Summary Outline instead of one month after the starting date.

To comply with this requirement, we ask you to prepare a Workplan following the guidelines given below:

1.
Use the attached forms to prepare the Workplan.

Attached are four different forms which reflect the three categories of Outputs and Activities:

· Preparatory Outputs and Activities (Workplan Form A) 
These include Outputs and Activities not specified in the Action Programme Summary Outline, but arising from inputs included in the budget.  They include all actions necessary for implementing the Action Programme and often refer to fixed costs which are incurred at the beginning of the Action Programme (for example, purchase of  equipment; provision and repairing of a building to make the office premises operational; appointment of an Action Programme Manager).

· Outputs and Activities as listed in the Summary Outline  (Workplan Form B)
· Additional Outputs and Activities  (Workplan Form C)
lt may be necessary to include additional outputs and activities to the Workplan which were not originally planned.  These Outputs and Activities are not included in the Action Programme Summary Outline.

2. 
Use a separate sheet for each Output and its related Activities
The attached sheets are provided for photocopying purposes.

 3.
Use of the first column "Outputs and Activities"
The first column of the Workplan Form is meant for the description of an Output and its related Activities.  You may find that certain activities, for example 'Organizing a training workshop", produce a number of outputs such as: "X number of people trained" and 'Training manual field-tested'.  In such cases, the activity should be repeated under each output.  That means the same activity will appear as Activity 1.1, Activity 2.1, etc.

4.
Use of the second and third columns 'Start Date Planned' and 'Finish Date Planned"
The second column (Start Date Planned) will give the date when you plan to start working on the Output and its related Activities.  The third column (Finish Date Planned) will give the date when you plan to complete the Output and its related activities.

5.
Use of the fourth column 'Remarks'
The fourth column is given to make any comments which you may consider necessary.

6.
Before filling in the Workplan Forms please have a look at the example provided!
	Workplan Form A:  Preparatory Outputs and Activities


Country:

Title of Action Programme:

Action Programme number:

Starting date (date-month-year):



Action Programme Duration (number of months):
	Preparatory Outputs and Activities
	Start Date

Planned
	Finish Date

Planned
	Expected Cost

(local currency)
	Place where activity will take place
	Remarks

	Preparatory

Output... . . . . ..  . . . . . . . . . . . . . . . . . . . . . . . . . .
	
	
	
	
	

	Activity...   ........................................................................................................

                   ........................................................................................................
	
	
	
	
	

	Activity...   ........................................................................................................

                   ........................................................................................................
	
	
	
	
	

	Activity...   ........................................................................................................

                   ........................................................................................................
	
	
	
	
	

	Activity...   ........................................................................................................

                   ........................................................................................................
	
	
	
	
	

	Activity...   ........................................................................................................

                   ........................................................................................................
	
	
	
	
	

	
	
	
	
	
	


Date (day-month-year):








Name of accredited official of the Implementing Agency:

                        Signature:

Workplan Form B: Outputs and Activities as listed in the Summary Outline
Country:

Title of Action Programme:

Action Programme number:

Starting date (date-month-year):



Action Programme Duration (number of months):
	Outputs and Activities as listed in the Action Programme Summary Outline
	Start Date

Planned
	Finish Date

Planned
	Expected Cost

(local currency)
	Place where activity will take place
	Remarks

	Preparatory

Output... . . . . ..  . . . . . . . . . . . . . . . . . . . . . . . . . .
	
	
	
	
	

	Activity...   ........................................................................................................

                   ........................................................................................................
	
	
	
	
	

	Activity...   ........................................................................................................

                   ........................................................................................................
	
	
	
	
	

	Activity...   ........................................................................................................

                   ........................................................................................................
	
	
	
	
	

	Activity...   ........................................................................................................

                   ........................................................................................................
	
	
	
	
	

	Activity...   ........................................................................................................

                   ........................................................................................................
	
	
	
	
	

	
	
	
	
	
	


Date (day-month-year):








Name of accredited official of the Implementing Agency:

                        Signature:
	Workplan Form C:  Additional Outputs and Activities 


Country:

Title of Action Programme:

Action Programme number:

Starting date (date-month-year):



Action Programme Duration (number of months):
	Additional Outputs and Activities
	Start Date

Planned
	Finish Date

Planned
	Expected Cost

(local currency)
	Place where activity will take place
	Remarks

	Preparatory

Output... . . . . ..  . . . . . . . . . . . . . . . . . . . . . . . . . .
	
	
	
	
	

	Activity...   ........................................................................................................

                   ........................................................................................................
	
	
	
	
	

	Activity...   ........................................................................................................

                   ........................................................................................................
	
	
	
	
	

	Activity...   ........................................................................................................

                   ........................................................................................................
	
	
	
	
	

	Activity...   ........................................................................................................

                   ........................................................................................................
	
	
	
	
	

	Activity...   ........................................................................................................

                   ........................................................................................................
	
	
	
	
	

	
	
	
	
	
	


Date (day-month-year):








Name of accredited official of the Implementing Agency:

                        Signature:
Programme Operations Manual                                             last updated:  23/10/2003


