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Preface to the Village Development Fund Guidelines 
 
These guidelines draw from a number of sources including the Implementation Manual 
Direct Financing of Village Development Funds(November, 2016) produced under the IFAD-
financed Soum Son Seun Jai(SSSJ) or Community Based Food Security and Economic 
Opportunities Programme in Lao PDR. The Operations Manual of the Lao Poverty Reduction 
Fund also provided useful guidance. 
 

SSSJ and other IFAD projects in the region have commenced using direct financing 
arrangements to support village development, whereby villagers themselves are responsible 
for the management of Village Development Funds (VDFs). The guidelines which follow are 
based on these earlier experiences with direct financing mechanisms and reflect proven 
good practice. 
 
These VDF guidelines describe the direct financing mechanism and provide a practical step-

wise guide to preparing the community, VDF operation, monitoring and reporting. Under the 

Agriculture for Nutrition Project (AFN), VDF financing is designed to be managed by a Village 

Agriculture for Nutrition Committee (VANC) for the purchase of materials and equipment for 

the construction of nutrition-sensitive agricultural infrastructure.1 The VANC will also release 

funds for AFN garden grants provided to women members of farmer nutrition schools.2 

The manual on VDF financing is divided into brief chapters around the typical project cycle: 
from forming community infrastructure plans, through capacity development, procurement, 
construction implementation, and finally monitoring and reporting. Formats for 
management support tools at key stages in the process are provided in the annexes.  
 
  

                                                           

1 See the separate Guidelines for AFN Village Infrastructure Planning (Draft, June 2017). 

2 See the separate Guidelines for Garden Grants (Draft, April 2017). 



Village Development Fund Guidelines – Oct 2017 

6 

 

Background 
 

The following guidelines are to be used as reference in all procedures related to the 

application of the Village Development Funds under AFN. These funds are allocated to each 

of AFN’s 400 villages following village infrastructure planning (VIP); VIP is the subject of 

separate guidelines.  

On average, each AFN village will receive the equivalent of USD $30,000 in Lao Kip (LAK) for 

the village to use for the purchase of materials and equipment required to construct priority 

‘nutrition-sensitive agricultural infrastructure’. This infrastructure should be selected to 

improve the availability of food for households in the village (especially the most 

vulnerable); improve the availability of diverse, nutritious foods; or protect/rehabilitate 

natural resources that are a source of nutritious food for the village. A checklist of eligible 

and ineligible infrastructure is provided later in these guidelines (Tables 1 and 2). All 

infrastructure should be designed and constructed to meet national design standards, and 

be disaster and climate resilient. 

 

Calculating the total funds (in LAK) available for infrastructure in each village: 

• On average the AFN project will finance USD $30,000 per village but smaller villages 

will receive less than larger villages. The release of these funds will be based on the 

village infrastructure plan (VIP) which will be approved by the District Socio-

Economic Development Committee. 

• If the village has 85 hhs, the project will fund up to LAK 240m (USD $30,000 

multiplied by 8,000). 

• If the village has less than 85 hhs, for example 58 hhs, the project can fund up LAK 

164m based on the following calculation: 58 divided by 85 then multiplied by LAK 

240m, which equals LAK 164m. 

• If the village has more than 85 hhs, for example 108 hhs, the project can fund up LAK 

305m based on the following calculation: 108 divided by 85 then multiplied by LAK 

240m, which equals LAK 305m. 

• However, no small village will receive less than LAK 160m (USD 20,000) to invest in 

infrastructure and no large village will receive more than LAK 320m (USD 40,000) to 

invest. 

• Villages will be informed that an initial tranche of the calculated amount will be 

available in a first payment into their village account for their first infrastructure 

priority to be constructed. More funds may be available based on their performance 

in using the money according to their plan. 

 

Experience under the IFAD-funded Som Soun Seun Jai (SSSJ) Programme and Luxembourg 

Development Cooperation projects LAO/021 and LAO/024 has shown that village-managed 

funds: 

• were very efficient in terms of value for money with low overhead costs; 
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• strengthened local empowerment and community consensus/cohesiveness 

(local communities being in charge of their own development); 

• promoted community skills and capacity to manage finances and 

procurement and use transparent, accountable procedures; 

• improved community operation and maintenance of infrastructure and 

hence greater sustainability (promoting a greater sense of ownership). 
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Introduction 
 

The core principle of the VDF is that the community is in the ‘driver’s-seat’ and owns the 

process and the results. External facilitators and service providers refrain from active 

interference in the decision-making and limit their role to facilitation of the process. 

Under AFN the process for management of the VDF commences after the participatory 

village planning process (described under separate guidelines). 

 

The following steps are described in these guidelines: 

 

Process flow Summary description 

1. Explanation of VDF to 

community 

General description of the requirements for the village to 

operate its own VDF, confirming infrastructure priorities 

and the responsibilities of the community 

2. Selection of Village Agriculture 

for Nutrition Committee 

Description of the roles of the VANC, criteria for selecting 

VANC members, example voting procedures 

3. Training of VANC Lists the management and technical training that will be 

provided to VANC members 

4. Opening a village bank account Description of the requirements for opening a village bank 

account and the community signatories 

5. Infrastructure design, bill of 

quantities and budget estimate 

Description of steps for preliminary survey, infrastructure 

location, issues of compensation, environmental and 

social safeguards, community contributions, the technical 

design, BoQ and budget, proposal documentation and 

grant agreement 

6. Proposal approval and fund 

release 

Description of responsibilities and process for proposal 

approval and releasing the funds to the village bank 

account 

7. Procurement Description of simple, transparent procurement steps, 

guidelines for the VANC in handling money, and 

supporting roles of DAFO 

8. Activity 

implementation/construction 

Description of the respective responsibilities of the village 

community, VANC and DAFO 

9. Monitoring and reporting Description of simple M&E and reporting requirements, 

and associated M&E responsibilities, for the key stages in 

the process 
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1. Explanation of VDF to community 
 

The village has already voted on their priorities for nutrition-sensitive agricultural 

infrastructure to be funded under AFN. Now the village needs an explanation of how the 

VDF will operate. During the planning process, villagers are told that funds for the 

infrastructure would be managed by them. However, few details were provided at the time. 

The DAFO has the main responsibility for supporting villagers to plan their investments, 

manage their funds, undertake procurement and construction, and undertake the necessary 

operation and maintenance (O&M) procedures. 

The DAFO staff at this stage needs to provide the following information to a meeting of all 

the villagers: 

1. the ranking of priorities for nutrition-sensitive agricultural infrastructure 

voted on at the previous planning meeting (a reminder). 

2. the total amount of funds available as a first tranche – calculated as 

described earlier as well as in the Guidelines for AFN Village Infrastructure 

Planning (Draft, June 2017). 

3. the need to elect a Village Agriculture for Nutrition Committee (VANC) 

4. the need for the village to open a bank account into which the funds will be 

transferred. 

5. careful decisions on the infrastructure design and expenditure will allow the 

village to maximize the benefits from the funds available – if carefully 

managed, the funds may support a number of the priorities from the village 

infrastructure plan. 

The VANC, beneficiary hhs and key members of the community will work with the DAFO 

staff to develop the design of the first ranked priority selected by the village for nutrition-

sensitive agricultural infrastructure. Decisions will need to be made by the village on the 

location and size of the infrastructure which will influence how many and which hhs will 

benefit. The DAFO should be able to assist villages select the most appropriate design – 

ideally low cost, and low maintenance. Infrastructure should be designed to withstand 

commonly-expected climate events such as damaging storms and floods. Water supplies and 

irrigation works should also take into account extended/severe dry seasons. 

Table 1: Sub-projects eligible for AFN Project funding 

Expanding village/household food supplies (improving food security) 

1 Irrigation schemes – construction, repair, extension (including small weirs, canals, embankments 
for paddy; and micro-irrigation with pumps, pipes/tubing, filters, drippers/sprinklers etc) 

2 Construction of permanent terraces for cultivation 

3 Multi-use water supplies (eg for micro-irrigation, for livestock and for household use) including 
wells and gravity-fed systems. 

4 Access tracks from village settlement to agricultural lands (including culverts etc) 

5 Fencing to protect crops from livestock 

Improving the sustainability of village/household food supplies 

6 Soil conservation works: erosion control, buffer strips, waterways, terraces, contour bunds etc 

7 Stream bank protection (eg to protect land, irrigation works, other agric infrastructure etc): 
gabions etc 

Food diversification and increased supply of nutrient-rich foods (including proteins) 
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8 Construction/repair/extension of communal fish ponds (or other enclosures for frogs/insects etc) 

9 Works for the protection or enrichment of natural aquatic resources 

10 Works for the protection or enrichment of forest resources used for food consumption 

11 Plant nurseries for establishment of new food crops 

12 Greenhouses/polyhouses for production of vegetables and fruits(can also be supported through 
garden grants) 

13 Communal gardens for fruit and vegetables (can also be supported through garden grants) 

Promoting year round food availability 

14 Food or seed storage facilities (eg rice storage facilities for rice banks, seed banks etc) 

15 Infrastructure for food preservation and processing (driers for fish, starchy crops, vegetables etc, 
smoke houses for fish or meat) 

Other infrastructure related to household nutrition 

16 Safe/clean water supplies and distribution systems (construction, repair, improvement or 
extension) 

17 Village nutrition centres (roofing iron and cement for flooring only – capped value) 

 

Table 2: Sub-projects or items NOT eligible for funding by the AFN Project 

1  Construction of new roads on fresh alignments to standards within the current roads classification 
of MPWT;  

2 Chain saws, insecticides/pesticides, herbicides, fungicides, asbestos or other items detrimental to 
the environment or human health; 

3 Individual or single hh investments (including private goods, grants, credit, loans, equipment, 
materials etc including water distribution to individual hhs) 

4 Exclude the poor or marginalized populations or ethnic minorities;  

5 Require physical relocation or displacement of any villagers; 

6 Include the payment of compensation for land or asset loss usingAFNfunds or funds from 
government sources;  

7 Construction of government offices or religious buildings;  

8  Involve payment of salaries, incentives, allowances to government or development project staff 

9 Do not meet the adequate technical, quality and safety specifications;  

10 Have negative environmental, social/cultural impacts that cannot be adequately mitigated; 

11  Are financed, or scheduled to be financed, by the government or other development partners;  

12 Involve activities that cause or lead to child abuse, child labor exploitation or human trafficking*. 
No child under the age of 15 or forced labor should work on the construction, rehabilitation or 
maintenance of a sub-project.  

13  Finance the construction of any new dams or the rehabilitation of dams including structural and or 
operational changes;  

14 Any new construction and/or rehabilitation in protected areas, reserve forests (or proposed 
protected areas), other natural habitats or areas of high conservation value.  

15 Involve development of new settlements, resettlement or expansion of existing settlements  

16  Involve the imposition of ideas or new priorities without wide community consultation and prior 
consent 
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2. Selection of the Village Agriculture for Nutrition Committee 
 

The VANC will be composed of 4 members elected by the community; at least two of the 

members must be women. The Farmer Nutrition School (FNS) facilitators are not eligible as 

the VANC will issue home garden grants developed in the FNS with the support of the FNS 

facilitators. The VANC members will be volunteers representing their communities and will 

not receive payments from AFN. 

The roles of the VANC are as follows: 

• assist the DAFO in selecting the appropriate location and size of the 

infrastructure, and in other design decisions, 

• procure necessary materials and equipment,  

• organize hh contributions (labour and local materials),  

• monitor construction (DAFO will provide technical oversight),  

• manage the funds, the bank account and keep accurate records,  

• regularly inform all village hhs of the expenditure from the VDF and the balance 

remaining, and 

• carry out infrastructure operations and maintenance (O&M) once construction is 

completed.  

One member should be elected by the community as the Chair of the VANC. One should be 

elected as the Bookkeeper, another as the Procurement Officer (taking the main 

responsibility for purchasing), and the last as the Community Coordinator (for mobilizing 

community contributions of labor and local materials). Villagers should propose more than 

one candidate for each position and the villagers should vote for the persons that they think 

will do the best job.3 

Criteria for VANC membership 

Members of the VANC should be: 

• respected members of their community with reputations for honesty and 

reliability 

• interested in supporting their whole community, including the poor and 

vulnerable, to plan and manage its own development 

• capable of keeping simple records on behalf of the village, they should have 

adequate literacy and numeracy skills (note that AFN will provide training in 

simple record keeping) 

• interested to make their work in managing funds and purchasing goods and 

materials transparent and open for all in the community to see 

                                                           

3 The community can decide to use the existing Village Development Committee (VDC) to 

manage their AFN VDF if they are satisfied with the composition of the VDC and the VDC’s 

past performance. However, the election of a VANC is the preferred option allowing the 

villagers to choose new representatives to manage their VDF.  
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• available to devote time to support the implementation of infrastructure sub-

projects for their community. 

 

If possible, two of the members should be from the poorest hhs in the village. All hamlets 

and ethnic groups in the village should also ideally be represented in the VANC. However, 

this will often depend on who has the literacy and numeracy skills required, and the spare 

time available to contribute to this important committee. 

In small villages or villages where there are only limited number of people with strong 

literacy and numeracy skills, elected VANC members who are not literate and numerate can 

be assisted to read, write and record numbers etc., by someone within the community (eg a 

younger person who has attended or is attending school). 

Example voting procedure: 

All the candidates for any one position (eg Bookkeeper) should line up facing a wall. 

Between the candidates and the villagers there should be a screen and baskets for 

depositing seeds (eg corn) in line with each candidate. Villagers place their one seed in the 

basket representing the candidate of their choice. Seeds are counted to determine the 

winner. 

Note: candidates do not get see who votes for them. 
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3. Training of the Village Agriculture for Nutrition Committee 
 

After establishment of the VANC, the VANC members will receive training in the skills 

required to undertake their management roles as well as to gain deeper understanding of 

nutritional problems and solutions for their village.  

Management training will be based around simple templates/forms for the VANC to use 

(provided in Annex A). This training will cover: 

• Infrastructure location and design: supporting DAFO in choosing the location of 

infrastructure and its design in order to provide maximum benefits to the 

community (including the poorest hhs). 

• Environmental and social safeguards: simple checklists and measures to minimize 

negative environment and social impacts. 

• Compensation: addressing issues of compensation if some hhs agree to give up land 

or lose assets as the result of construction. 

• Community contributions: organizing hhs in the village to contribute labour and local 

materials as part of infrastructure construction, keeping records of contributions. 

• Bank account: opening and managing a bank account, signatories, withdrawal 

procedures, and reporting deposits, expenditure and balance to the community. 

• Procurement: procedures for collecting quotations (including transport costs), 

records of quotations, selection of suppliers, withdrawal of funds, delivery and 

payment, reporting to the community (transparency). 

• Book keeping: eligible/ineligible expenditure, holdings of cash, keeping records of 

expenditure. 

• Construction oversight/monitoring: monitoring quality of construction, use of 

materials and progress towards completion. 

• Operation and maintenance: establishment of user groups with roles and 

responsibilities for operation and routine/preventative maintenance, and 

procedures/options for funding repairs. 

The VANC members will be provided record books, forms, pens, etc. for their use.  

The VANC members will sign an agreement indicating that they will comply with the 

procedures outlined in these guidelines witnessed by the Head of the Village. A template for 

this agreement is attached in Annex B. 
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4. Opening a village bank account 
 

The village will establish a bank account with three signatories, two of which are required 

each time the VANC needs to access funds. The three signatories should generally be 

members of the VANC, however the Head of the Village may also be one of the three 

signatories. The three signatories should be decided through consensus in a meeting with 

adults from each hh in the village. At least 75% of hhs should be represented in this meeting. 

The bank account should be opened at the nearest bank branch to the village. The account 

passbook should be stored in a safe location in the village by the VANC Bookkeeper and the 

balance should be disclosed to the community at regular VANC and village meetings, or 

upon request by the village authority or district staff. 
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5.Infrastructure design, bill of quantities and budget estimate 
 

5.1 Preliminary survey and village agreement 

The DAFO is responsible for supporting the village in the technical design, developing a bill of 

quantities (BoQ), and estimating the budget for the priority infrastructure works voted on by 

the community. 

The DAFO staff must first examine the eligible nutrition-sensitive agricultural infrastructure 

priorities agreed in the VIP process completed earlier. The VANC will support the DAFO to 

examine the potential sites for the top 3 village infrastructure priorities and assess the 

appropriate scale/size of the works and design options. The preferred design options should 

consider the following objectives: 

• Maximizing the benefits to the village (supporting maximum number of hhs 

especially poor hhs) 

• Minimizing loss of land and assets owned by any hhs in the community that may be 

impacted by construction 

• Minimizing negative environmental and social impacts 

• Maximizing the value for money for the community in the use of its VDF. 

Based on these discussions and site inspections the DAFO staff will provide a rough estimate 

of the costs for the top 3 village infrastructure priorities and an estimate of labor 

requirements for construction (unskilled person-days).  

The VANC and DAFO will then convene a village meeting to present their findings to the 

whole community. At least 85% of hhs should attend this meeting. Women, poor hhs and 

ethnic minorities within any village should be encouraged to attend to ensure their 

adequate participation. 

The DAFO and VANC should present the following information to the meeting: 

• The total amount of the VDF available to the community 

• The estimated cost of materials and equipment (and services, if required) that will 

need to be purchased from the VDF for each of the top 3 

• The estimated unskilled labor input that the village would need to contribute for 

each infrastructure 

• The possible locations of each infrastructure 

• The estimated number of hhs that will benefit, and their location 

• The extent of hh land or hh assets that may be lost/damaged/affected by each 

infrastructure 

• Possible negative impacts on the environment (forests, waters and associated 

natural resources) and how these can be minimized. 

The meeting will then discuss the infrastructure and options around each, and the 
associated costs and benefits. The meeting should reach decisions on the following aspects: 
 

• How many of the infrastructure priorities can be afforded under the funds allocated to 
their village and which should be commenced first. If the top priority is not constructed 
first then the village should ensure that there are funds remaining to construct the top 
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priority later. (Alternatively the village can vote again on the order of priorities using the 
same approach as described in the Guidelines for AFN Village Infrastructure 

Planning;at least 85% of hhs should be represented in such voting). 

• Villagers must agree on the most suitable location within the village for the top 
infrastructure priorities that can be afforded under the VDF grant to ensure the most 
equitable access or largest number of beneficiaries, particularly for ethnic groups and 
poor and vulnerable members of the community. 

• Villagers must decide most suitable time for construction, considering the availability of 
labor required as part of the community contribution. 

• Villagers should assess likely environmental and social impacts and agree mitigation 
measures. 

• Villages must discuss and confirm the levels of community contributions from benefiting 
households (labor and materials). 

• Villages must discuss and agree compensation arrangements to compensate any 
households whose land or assets may be affected by the infrastructure (note that 
compensation will not be covered by the AFN VDF allocation). 

 
5.2 Infrastructure design and proposal documentation 
 
Under this step the sub-project designs are completed. Designs must be technically feasible, 
fall within the allocated budget and respect environmental and social guidelines (see Annex 
A.1) 

 
Expected outcomes from this step: 

• Technical design with technical drawings and elevations including survey and map if 
required. 

• Bill of quantities that indicate quantities of materials and equipment to be 
purchased using the VDF, as well as the labor and local materials that will represent 
the community contribution. 

• An estimated budget for the items that must be purchased using the VDF. 

• A construction schedule with key milestones. 

• If compensation is required, a compensation agreement based on negotiations with 
the hhs affected (the compensation form must be filled and signed – see Annex A). 
 

Activities and responsibilities: 

• Conduct survey (DAFO staff with VANC) 

• Conduct simple environmental and social assessments (when necessary) as well as 
considerations of climate resilience and disaster risk (when necessary) (DAFO with 
VANC) 

• Sub-project proposals (see format in Annex C) are drafted with details including: 
- Detailed designs with survey plans, as required 
- Bill of quantities (including community contributions) and simple 

procurement plan 
- Budget for purchased materials and equipment for construction including 

delivery costs, and any tools/limited spare parts required for infrastructure 
maintenance 

- A construction work plan and schedule 
- Simple operations and maintenance (O&M) plan 
- Completed environmental and social checklists (see Annex A) 
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- Compensation Form (if required) 
- Signed Grant Agreement Form. 

 

Notes 

• For complex technical designs DAFO should seek design support from the PAFO. 
Other provincial or district specialists may also check the design if required (note 
that the Poverty Reduction Fund technicians have also offered this support). 

• All water supply and irrigation sub-project designs should generally be checked by 
the PAFO. 

• Attention should be paid not to overestimate capacities of villagers to fulfill their 
community contributions. 

• The VDF fund can in some cases be used for services. Such cases include: 
- Where large scale earth moving is required for construction of ponds, 

terraces, etc that cannot be expected to be done manually. In such cases 
earth moving services can be procured. 

- Requirement for technically skilled labor or technical services that do not 
exist within the village (eg plumbing, well-drilling, electrical services/skills). 

 

Compensation 

If a hh loses more than 5% of its total land holding, the hh should receive compensation 
(payment, replacement or other acceptable in-kind compensation). 
 
Sub-projects that will negatively affect more than 20 hhs or those that will result in a hh 
losing more than 20% of its productive land without replacement land of equivalent 
productivity will not be allowed. 

 

Supporting DAFO capacity development in infrastructure design 
 
While many of the AFN DAFOs have experience designing irrigation works and water 
supply systems gained from involvement in other projects (eg NUDP), some AFN DAFOs 
may have only minimal experience and expertise in the design of such village 
infrastructure. In these cases, upon the requests of the DAFO concerned, there are a 
number of ways AFN plans to provide support: 

• DAFO technical experts receive support from their PAFO 

• AFN supports staff exchanges and cross-district visits so that inexperienced DAFO 
staff work alongside more experienced staff 

• AFN engages short-term engineering expertise to support DAFO staff in a 
combination of formal short course training and on-the-job training in survey and 
design, and subsequently to support construction supervision. 

AFN will also seek to place DAFO staff in training courses run by other projects for MAF 
covering the skills required. 
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6. Proposal approval and fund release 
 
Copies of completed sub-project proposals will be provided to the VANC, the DAFO technical 
staff involved in the design and the AFN District Coordinator. The AFN District Coordinator 
with the DAFO technical coordinator will present each AFN infrastructure proposal to the 
District Socio-Economic Development Committee (DSEDC) for approval prior to fund release. 
The DSEDC will have already approved the VIP for each AFN village and will check the 
proposal to ensure that: 

• it is consistent with the priorities from the village VIP,  

• the infrastructure is not already part of another government or project plan, 

• the design and cost appear appropriate based on other similar infrastructure 
developed in the district, 

• environmental and social safeguards have been appropriately followed, and 

• the design meets national design standards, and is disaster and climate resilient. 
 

The DSEDC chair will endorse the proposal document and return it to the AFN District 
Coordinator. The AFN District Coordinator will notify the AFN NPCO for fund release to the 
village account via the DAFO account in the district. 
 

Generally the DSEDC will meet to consider a number of AFN village infrastructure proposals 
in one session.  

 
The DAFO is responsible for the agreed disbursements to the VDF. The DAFO will ensure that 

grant funds are transferred from the DAFO account to the village bank account in a timely 

manner. The full amount of the cost of the infrastructure sub-project will be released in one 

tranche as estimated in the infrastructure proposal. This will allow the VANC to buy the 

required materials and equipment in bulk, and arrange cost-effective delivery to the 

construction site. 

The NPCO will transfer the full estimated cost for procurement as indicated in the sub-

project proposal to the DAFO account within approximately one week of receiving the 

request for disbursement, and will inform AFN District Coordinator of such a transfer once it 

has been made. The AFN District Coordinator and DAFO finance staff should closely monitor 

the DAFO bank account balance and immediately transfer the funds to the village VDF bank 

account once the funds have been cleared. The DAFO staff who have been working with the 

village on the design and sub-project proposal should immediately inform the VANC for the 

VANC to commence the procurement process in accordance with the simple procurement 

plan that forms part of the sub-project proposal. 

It is the responsibility of the VANC to use the VDF grant for the specific infrastructure sub-

project as agreed in the proposal work plan and in accordance with these VDF guidelines. 

The DAFO is responsible for supervision and internal audit of the funds made available for 

implementation of the infrastructure proposal. The DAFO will provide guidance to the VANC 

to ensure appropriate procurement procedures are followed (see below) and that the VDF 

grant is used according to the infrastructure work plan. 

DAFO audits of VDF accounts 

DAFO finance staff will receive training in simple procedures to audit village development 
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fund accounts held by the VANC. This will involve checking community labour and 

material contributions, quotations for procurement, receipts for items procured, monthly 

statements of expenditure, and bank transaction records. 

Simple forms have been designed for VANC members to use. DAFO finance staff will be 

trained on how to conduct this basic audit and to report on their findings and 

recommendations to the community and the AFN District Coordinator. When necessary 

further training will be given to VANC members. 
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7.Procurement 
 

All procurement and implementation of the construction is fully under the responsibility of 

the VANC members acting on behalf of the village community. The role of the DAFO is to 

provide advice and guide the procurement carried out by VANC, thereby promoting 

transparency and accountability in the use of the VDF. 

Procurement steps are as follows: 

i. As part of sub-project proposal, the VANC identifies the goods (and sometimes 
services) to be procured. A simple procurement plan should be developed providing 
details on (1) the items to be purchased, (2) technical specifications, (3) the 
estimated cost, (4) procurement method (Request for Quotation by simple way, 
Direct Purchase, etc), and (5) the timing for procurement for each item. Items listed 
in the procurement plan should match those items listed in the Bill of Quantities and 
the estimated budget. Direct Purchase can be applied for procurement of goods or 
services with the estimated cost equivalent or less than LAK 3,000,000 or in special 
cases (emergency, only one supplier available in the area). 

ii. The VANC prepares for procurement of each item by (i) collection of three written 
quotations when possible, (ii) agreeing with the seller the purchase details including 
availability, timing and cost, (iii) discussing within the village and deciding on 
suppliers for each item. The VANC should retain all written quotations for their 
records (even for suppliers that weren’t used). 

iii. All but the smallest items need to include the cost of delivery in the quotation – this 
should normally be organized by the supplier. In some cases the VANC should 
arrange delivery themselves in order to move items that come from a number of 
suppliers. In such cases there should also be three quotations for transport when 
possible. 

iv. At the time of procurement, the VANC will (i) withdraw the required funds from the 
village VDF bank account, (ii) contract the transport vehicle if required, (iii) purchase 
the goods and get all receipts, (iv) transport the goods to the site of infrastructure 
construction (or safe storage place in the village). To save transport costs, all/many 
items should be purchased at one time and from one supplier if possible. 

v. The VANC produces evidence of procurement, handover certificate and receipts to 
show to the village authorities and the village community. Photographs of receipts 
and the procured goods should be sent to the DAFO AFN Coordinator the next day 
after procurement took place.. 

 

Guidelines for handling money by the VANC 

Funds can be withdrawn once, twice, three times or more. The number of withdrawals may 

vary depending on distances to the bank, transport costs, the sub-project implementation 

schedule, the procurement plan and construction progress.  

Withdrawals must carefully balance time and cost considerations with the security of the 

cash held in hand. Cash should be handled by the VANC members only and handled as 

securely as possible. The risks and responsibilities must be explained to the selected trusted 

person and also understood by the community at large. 

In general, funds withdrawn from the bank should be spent as soon as possible. For example, 



Village Development Fund Guidelines – Oct 2017 

21 

 

funds should be paid to suppliers right after withdrawal instead of carrying the funds back to 

a village and then transporting them back to the town to pay suppliers. Large balances of 

unspent funds should be re-deposited in the village bank account as soon as practical. The 

VANC Bookkeeper will keep accurate and up-to-date records of all withdrawals, expenditure, 

deposits and cash in hand. 

The costs associated with travel to get quotations should generally be met by the village as 

part of their contribution to the infrastructure sub-project. The exception will be for 

significant travel costs to provincial towns or beyond. In these cases the DAFO should 

approve the cost of fares for the VANC members involved prior to the commencement of 

travel. No meals, daily subsistence allowance, accommodation, or fuel costs etc associated 

with the procurement process will be funded from the VDF. 

 

The VANC will use the goods (and services if required) as specified in the design and 

described in the sub-project proposal. Use of goods for other purposes unrelated to the 

infrastructure for which they are intended may result in sanctions, and the village may be 

precluded from receiving further funds into their VDF account. The village is responsible for 

the operation and maintenance of all infrastructure. The common ownership of the assets, 

common use of the assets, the sharing of benefits, and the responsibilities for O&M are 

agreed as indicated in sub-project proposal. 

Notes: 
DAFOs should provide support to the VANC for procurement particularly in the following 
cases: 

• Identifying suppliers of particular equipment and items not easily procured in nearby 
towns. In some cases the AFN Provincial Coordinator may be required to assist in 
procurement. 

• When comparing quotations with different standards/specifications of items – this 
may require technical expertise beyond the capabilities of VANC members and the 
village community (eg comparing different pumps, qualities/types of micro-irrigation 
equipment, sizes and standards of water pipes/tubing etc) 

• When deciding if procurement of services is required. If procurement of services is 
required, the DAFO will review the process of procurement of such services. In many 
cases it is expected that services will not be necessary as the community are 
expected to provide unskilled and semi-skilled labor, and DAFO staff to provide 
technical oversight and supervision. However, as stated earlier in these guidelines, 
there will be specific cases where procurement of services may be 
necessary/justified. 
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8. Activity implementation/construction 
 

Once funds have been received into the village VDF account and procurement has 

commenced, the VANC is responsible for managing community labor and contributions of 

local materials for construction of the infrastructures. DAFO is responsible for construction 

supervision and regular monitoring to ensure that the technical design is followed and 

appropriate construction standards are maintained. The DAFO will set a schedule of visits for 

construction supervision and monitoring based on the work plan and construction progress. 

The dates of every visit of DAFO are to be communicated to the VANC and the wider 

community in a coordinated manner. 

The VANC will communicate to the DAFO if any technical or other construction problems 

arise. 

It is important that the DAFO staff ensure that the environmental safeguards indicated in the 

proposal are followed and the construction reflects good practice in disaster and climate 

resilience. If considered necessary, the DAFO may need to modify the design during 

construction to address unforeseen factors, to improve infrastructure quality or 

sustainability, or to minimize potential negative environmental or social impacts. 

Any changes to the design must be agreed by the VANC and wider community and 

appropriately documented, and attached as an annex to the original sub-project proposal. 
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9. Monitoring and reporting 
 

M&E and reporting requirements will vary with the stage of the project cycle. 

Stage in project cycle  M&E and reporting requirements Responsible 

Selection and training of 

VANC 

Names of VANC members (M/F) 

Training request form 

Training participant records 

(spreadsheet) 

DAFO M&E focal 

persons 

Collated by Planning 

and M&E Consultant at 

NPCO 

Village bank account opening Names of signatories M/F 

Account details (bank, acct name, acct 

number) 

DAFO M&E focal 

persons 

Infrastructure design Sub-project proposal (Annex C) 

Grant agreement form 

DAFO technical staff 

with VANC 

Proposal approval DSEDC endorsed sub-project proposal DSEDC to endorse 

DAFO Coordinator to 

notify PPCO and NPCO 

Fund transfer Account records NPCO finance staff 

DAFO finance staff 

VANC 

Procurement Procurement receipts and records 

(including quotations) 

VANC 

VDF audit Statement of internal audit for VDF 

accounts/procurement records at each 

village 

DAFO finance staff 

Construction implementation Progress monitoring by VANC and 

DAFO (no form required) 

Quality monitoring by DAFO (no form 

required) 

VANC and DAFO 

technical staff 

Construction completion Construction completion report DAFO endorsed by 

VANC 

Operation and maintenance O&M plan  

Village O&M committee members (or 

user group etc) M/F 

DAFO technical staff, 

and DAFO M&E focal 

persons 

 

It is especially important for monitoring visits to be conducted at the initiation of VDF 

activities:  
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• DAFO technical officers will be making regular visits to oversee construction 

progress and quality. 

• DAFO finance staff will schedule visits to audit VANC accounts (discussed earlier). 

• PAFO staff will also undertake regular visits to DAFOs to verify information related to 

transfers to village VDFs, VDF expenditure and VDF-funded infrastructure. PAFO 

should ensure DAFO are undertaking the village-level monitoring required under 

these guidelines. The PAFO will also undertake random checks of VANC procedures 

and construction quality in selected villages; first early in VDF implementation and at 

least annually thereafter. 

• NPCO staff will also check and supervise VDF procedures: 

o Once the first procurements have been undertaken by AFN villages in 2017, 

NPCO procurement staff will undertake a supervision visit to selected DAFOs 

and VANCs to ensure appropriate procurement procedures are being 

followed as recommended in these guidelines (competitive, transparent and 

accountable). Thereafter NPCO procurement staff with undertake annual 

supervision visits. 

o NPCO finance staff will also visit selected DAFOs and VANCs to ensure audits 

are being undertaken periodically, that audits use the appropriate 

procedures, and that completed audits are documented and followed-up 

with the concerned VANCs. 

o Based on these supervision visits, NPCO may revise the VDF guidelines and 

provide refresher training to DAFOs as required. DAFO staff may then need 

to provide the required training (formal or on-the-job) to the VANCs. 

 



ANNEXES 
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Annex A 1: Environmental and social safeguards 
 
Given that the VDF is community managed with infrastructure selected through a participatory planning 
process and construction managed by the village hhs themselves, the environmental and social safeguards 
and associated procedures must fit the community’s capacities to implement effectively. On average US 
$30,000 is granted per village, and these funds may be used for a number of sub-projects. Communities will 
supply all the unskilled labour required for construction. Consequently the types of small infrastructure that 
will be supported under the project are unlikely to create major adverse impacts that cannot be managed by 
communities themselves. Nevertheless, small-scale infrastructure may still result in minor negative impacts 
on the local environment and for some local hhs (for example they may lose some of their land). These 
impacts can, however, be avoided or mitigated through good planning and construction practices.  

The aim of the safeguards is to provide the VANC, local community and district government with simple but 

adequate guidance for effectively managing environmental and social issues. The procedures will be 

integrated into the sub-project selection, approval, implementation, and monitoring and evaluation 

processes. 

These simple safeguards are consistent with Government of Lao policy, regulations, and guidelines on land 

acquisition and resettlement, and on environmental impact screening and assessment.4 

The AFN government staff at district level are responsible for managing participatory processes including 

consultation with and participation of ethnic groups in the project planning and implementation processes. 

At the village level, the VANC is responsible for overall safeguard compliance on behalf of the village hhs. 

Decisions with regard to the use of project resources are made at the community-wide meetings. The 

negative list of sub-project/activity types is the first step in the safeguards approach. Subsequently, once 

eligible infrastructure priorities have been selected by the community, the VANC, with the support of DAFO 

technical staff, will use simple guidelines and a checklist to assess potential negative environmental and 

social impacts during the proposal development process. The proposal will also identify mitigation measures 

and associated responsibilities where potential negative impacts are likely. If there is a loss of hh land and if 

compensation is required, the district staff will meet affected households individually and confirm their 

agreement with the compensation agreement reached within the community. The DSEDC committee that 

ultimately approve the proposal assess whether environmental and social safeguards have been 

appropriately followed, and whether the design meets national design standards, and is disaster and climate 

resilient. 

Similarly, the DAFO staff who supervise and monitor construction, will support the VANC to ensure that the 

environmental mitigation measures indicated in the proposal are followed, that the good practices described 

in these safeguards (see below) are applied, and the construction reflects good practice in disaster and 

climate resilience. 

Finally, upon completion of construction the DAFO staff will inspect the infrastructure with the VANC and 

discuss with the community to ensure that all compensation has been paid to the satisfaction of hhs affected 

                                                           

4 For example: the Land Law (2003), the Road Law (1999), Decree of the Prime Minister on Compensation 

and Resettlement of People Affected by Development Project (2005), Regulations for Implementing Decree 

of the Prime Minister on Compensation and Resettlement of People Affected by Development Project 

(2005), New Instruction on Environment Impact Assessment and New Instruction on Initial Environmental 

Examination (2013), and the MONRE Public Involvement Guideline (2012)). 
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and that measures to protect infrastructure from damage due to environmental degradation and/or adverse 

climatic events are in place.5 

These brief safeguards are considered a living document that should be modified in line with the changing 

nature and scope of the infrastructure construction activities and possible changes in the Lao Government 

policies.  

 

General principles 

The AFN Project will provide training to DAFO staff to increase their awareness and understanding of the 

potential negative impacts (social and environment) of infrastructure development as well as the potential 

for positive impacts on protection of natural resources, the local environment and public health. This 

training will also cover these environmental and social safeguards. The training will equip DAFO staff with 

information and tools to advise VANC members and community leaders/facilitators. 

As the result of this training DAFO staff will encourage the AFN villages to identify and mitigate potential 

negative environmental impacts and to enhance positive impacts. 

Land Acquisition:  

No relocation of hhs or large-scale land acquisition will be undertaken in the construction of village 

subprojects. However, the construction of community infrastructure will need small areas of land. 

Negotiations and agreements with affected houses will be the responsibility of the community and 

compensation agreements documented as necessary. Resettlement and demolition of houses and business 

will not be allowed. 

Protection of natural resources:  

The eligible investments in nutrition-sensitive agricultural infrastructure will also include works that will 
protect the local environment and improve the sustainability of village/household food supplies, including: 
• soil conservation works: erosion control, buffer strips, waterways, terraces, contour bunds etc 

• stream bank protection to protect land, irrigation works, other agricultural infrastructure, using 

gabions, vegetation etc 

• works for the protection or enrichment of natural aquatic resources 

• works for the protection or enrichment of forest resources used for food consumption. 

Most of AFN sub-projects will be located in remote area where sustainable use of natural resources is critical 

for livelihoods, and food and nutrition security. If protected areas or critical habitats are located nearby, it is 

necessary to minimize potential negative impacts and/or enhance positive impacts of AFN nutrition-sensitive 

agricultural infrastructure. Similarly the costs of maintenance and repair and the ultimate sustainability 

infrastructure constructed will be greatly influenced by the management of local watersheds. The 

sustainability of village water supplies, small irrigation schemes, and access tracks in uplands areas is greatly 

influenced by erosion, siltation and mass movements (land slips/slides). Many other projects have invested 

in renovation and repair to earlier works funded by other donors. AFN plans from 2018 onwards to integrate 

village infrastructure development within a land use/forest management framework, using participatory 

                                                           

5 The AFN includes a component of land use and forest use planning that will include watershed 

management options that protect productive land and village infrastructure. 
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planning approaches such as PLUP/PALM. This approach will better protect both AFN and pre-existing 

infrastructure from such damage and make it more climate resilient. 

Links with GoL environmental regulations: 

Given the type and scale of village infrastructure to be constructed, it is unlikely that an Initial Environmental 

Examination (IEE) will be required under Lao EIA legislation (see Table 1 on thresholds above which IEEs may 

be required). However in the few cases that these thresholds are exceeded, the DAFO will consult with the 

District Office of Natural Resources and Environment (DONRE) and support DONRE to conduct the IEE, if 

necessary. Where IEEs are not required, these environmental and social safeguards will still apply and all 

subprojects will be screened for possible negative impacts by the DAFO in close consultation with the VANC. 

Mitigation measures will be identified and included in the subproject proposal and design. 

Table 1: Assessment thresholds for civil works under national regulations 

SC
A

LE
 

Village rural roads, tracks and footpaths (wider than 3.5 m) > 10 km 

Small bridges and piers > 20 m  

Village water supply  > 2,000 users 

New construction of irrigation schemes  All 

Community Buildings (halls, health centres, schools, markets) > 400 m2 

Sanitation Facilities (latrines) > 200 users 

Mini-hydro generators  All 

Infrastructure likely to negatively affect water use and/or water availability  All 

Damaging protected areas or areas proposed for protection by the 

Government 
All 

 

Unexploded Ordinances: 

Screening will be required to assess the potential presence of Unexploded Ordinances (UXOs) in the 

locations where infrastructure is planned to be constructed. In some cases, clearance may be required prior 

to construction.  

DAFOs will seek advice from UXO Lao and local communities and authorities prior to sub-project proposal 

approval and fund release in order to determine the levels of contamination in the sub-project sites (no 

contamination risk, moderate risk and high risk). In the areas with no contamination, construction will 

proceed without having to undertake any UXO screening activities.  

 

General guidelines6 

                                                           

6Adapted from the Myanmar NCDD Operations Manual 2015-2016 
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The following table shows the general guidelines that are applicable to most community level infrastructure 
construction activities.  
 
Table 2: General guidelines for community level infrastructure construction. 
 

Envtl issue Mitigation measures 

Soil erosion  • Ideally schedule construction during dry season. 

• Minimize length and steepness of exposed slopes. 

• Use mulch, grass, or similar to stabilize exposed areas. 

• Cover with topsoil and re-vegetate (plant grass, fast-growing plants/bushes/trees) quickly 
once work is completed. 

• If necessary, build channels and ditches to safely collect high volumes of runoff and line 
channels/ditches with palm fronds, bamboo, etc. 

 
Dust and smoke  • Minimize dust from exposed work sites nearby housing etc by applying water on the 

ground regularly.  

• Do not burn site clearance debris (trees, undergrowth) or construction waste materials.  
 

Water quality and 
availability  

• Activities should not affect the availability of water for drinking and hygiene purposes 

• No soiled materials, solid wastes, toxic or hazardous materials should be poured or 
thrown into water bodies 

• The flow of natural waters should not be obstructed or diverted to another direction, 

which may lead to drying up of riverbeds or flooding of settlements or other areas. 

 
Solid and hazardous 

waste 

 

• Maintain waste (including earth dug for dams or ponds etc) well away from rivers, 

streams, lakes and wetlands. 

• Train workers on correct transfer and handling of fuels and other substances. 

• Collect and properly dispose of small maintenance materials such as oily rags, oil filters, 
used oil, etc. 

 
Health and safety 

 

• Keep worksite clean and free of debris on daily basis. 

• Rope off construction area and do not allow children to play in construction areas. 

• Fill in all earth borrow-pits once construction is completed to avoid standing water, 

water-borne diseases, injury and possible drowning. 

• Each construction sub-project to have a basic first-aid kit with bandages, antibiotic 
cream, etc. 

 
Others 

 

• No cutting of trees or destruction of vegetation other than what is necessary for the 

construction site. 

• No disturbance of religious, cultural or historic sites. 
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Table 3: Specific measures for selected types of infrastructure 

Sub-project Type  Management/Mitigation Measures  

Roads connecting villages to 
agricultural production areas  

Place all construction waste/earth etc to sites away from rivers, streams, lakes, or 
wetlands). 
Erosion/sediment control should be done before the wet season preferably 
immediately following construction. Maintain, and replant until vegetation is 
successfully established.  
Avoid road construction in unstable soils, steep slopes and nearby riverbanks.  
Protecting slopes from erosion and landslides:  
Plant locally available, fast-growing grass on slopes prone to erosion. These grasses 
help stabilize the slope and protect soil from erosion by rain and runoff.  

Wells (deep/shallow)  Should be equipped with concrete slab around the well for easier drainage. Hand 
pumps are hygienic and effective, rather than open wells with buckets. 
Open wells should have steel rungs (placed inside wall of a deep well) for 
maintenance of a well or in case of an emergency. Open wells should have a 
cover/wire mesh on top to protect it from things falling.  
Wells should always be located upstream of the septic tank soak-away. Build the 
soak-away as far away as possible from the well (minimum 15 m) as it can pollute 
the drinking water.  
Before using a new water source, take samples for testing, eg: total coliform, 
arsenic, etc. Water quality should also be monitored periodically.  

Spring  Every spring capture should be equipped with a sediment or sand trap. Add a wall 
between the inflow and the outlet pipe to create chamber for settling out sand. 
Sand must be cleaned out periodically (O&M).  
Collection basin for spring capture needs to have a perforated PVC pipe (holes 
diameter 2mm) to be used as a screen for the water intake. Alternatively, a short 
pipe with wire mesh (screen) around the open end should be used.  
Collection basin needs to have a fence to protect the spring from public access, 
animals, and risk of contamination. The collection basin should be covered to 
prevent leaves or other contamination.  
Pipe Laying:  
PVC distribution piping should be buried underground (coverage 50cm minimum) to 
prevent damage (e.g. passing vehicles/equipment, livestock etc). Exposing PVC pipe 
to sunlight will quickly weaken it – if necessary paint exposed pipe.  
When piping cannot be buried (e.g. crossing low lying areas), then metal pipe should 
be used and supported to prevent leaks.  
Metal piping and fittings are also preferred for outlet pipes and fittings from the 
water storage/basin. 

Rainwater harvesting  Rainwater storage tank/container should be connected to roof gutter system.  
Storage tank/container should be covered to prevent contamination/debris.  
Roof gutters should be cleared regularly. 
Storage needs an overflow so excess water can drain away safely without eroding 
soil or flooding outdoor work/play areas.  

Small-scale irrigation  Masonry walls or stone riprap should be built to prevent erosion on a sloped bank 
or if channel is alongside road (especially unsealed roads).  
Concrete lined canals prevent water loss and less susceptible to leaks and 
associated erosion. 
A ‘bar screen’ should be installed in front of inlet structures to prevent large objects 
and debris blocking the irrigation canal.  
Inlet areas on the sides of rivers or streams should be protected from streambank 
erosion (eg with gabions and suitable vegetative plantings). 
Paddy areas should be stocked and managed to maximize aquaculture production 
(eg refuge pits/ponds and trenches incorporated within paddy fields to improve 
habitats for fish, fish conservation areas within larger paddy systems).  
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Checklist - Subproject environmental screening and mitigation measures: 

Environmental Screening Checklist for AFN Sub-projects 
 

Village: 
 

Village code: District: Province: 

Description/name of subproject: 
 

Date of screening: 
 

Names/positions of persons completing this form: 
Name: Position: 
Name: Position: 
Name: Position: 
Name: Position: 
Name: Position: 
Name: Position: 

Issue Yes/No If yes, suggest mitigation 
measures 

Responsibility 

General issues for all sub-projects 

Is the subproject prohibited by the negative list 
of sub-projects under the AFN VDF guidelines? 

 If yes, the sub-project cannot 
proceed 

 

Is there a possibility of landmines or 
unexploded devices near the proposed site? 

 If yes, seek advice from UXO Lao, 
local communities and 
authorities. UXO clearance may 
be required in some cases. 

 

Is any private/public land acquisition necessary?  If yes, a compensation 
agreement must be negotiated 
with affected hhs. Sub-project 
will not be allowed if more than 
20 hhs lose land/assets or if a hh 
loses more than 5% of its 
productive land without 
replacement of equivalent land 

 

Will there be any loss of structures or damage 
to standing crops and plantations? 

 If yes, a compensation 
agreement will need to be 
negotiated with affected hhs 

 

Will there be any loss of access to livelihoods, 
especially of women and vulnerable groups? 

 If yes, compensation will need to 
be negotiated with those 
affected 

 

Will there be loss of, or long-term damage to, 
natural areas/important habitats/biodiversity 
due to the sub-project? 

   

Will there be damage of valuable historic, 
religious, cultural and archaeological resources 
due to the sub-project? 

   

Is the selected site in a wetland or swamp?    

Will the sub-project result in fertilizer runoff 
leading to pollution of surface water or 
degradation of aquatic environments in nearby 
ponds, streams and other water bodies? 

   

Will there be cross-contamination between 
sewage systems and water lines? 

   

Will there be pollution of water sources from 
food processing wastes? 
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Will there be degradation of groundwater, 
streams, and rivers from other solid and liquid 
wastes? 

   

Will there be an increase in conflicting demands 
on surface or ground water supplies due to the 
sub-project? 

   

Will it create stagnant water or other habitats 
in canals and ditches for disease carriers such as 
mosquitoes etc.? 

   

Will it cause water-logging and salinization 
reducing soil fertility? 

   

Will it alter the existing drainage pattern of the 
area, including through changing the path of a 
stream or river, which may result in erosion, 
siltation, or flooding on- or off-site? 

   

Will the people be exposed to significant risks 
of economic loss, injury or death due to 
flooding? 

   

Will structures impede or redirect flood flows 
(in up to 1 in a 100 year floods)? 

   

Will there be littering of debris and 
contamination of surrounding areas due to 
runoff from construction site? 

   

Pumped wells/water supplies – specific issues 

Is the water source exposed to any 
contamination or pollution risk? 

   

Will the operation and maintenance of the 
water supply system be very expensive? 

   

If using motorized pump, is there a waterproof 
basin to collect leaking fuel? 

   

Will the motorized pump create significant 
noise pollution to nearby residents? 

   

Roads – specific issues    

Will there be landslides, slumps and slips due to 
construction? 

   

Will there be increased soil erosion/gully 
formation from increased runoff, or increased 
sedimentation in adjacent areas or surface 
waters? 

   

Will the road result in increased natural 
resources exploitation? 

   

Will construction require extraction from 
borrow and quarry areas resulting in loss of 
land and natural resources and/or stagnant 
water pools 

   

Bridges and culverts – specific issues    

Is the bridge/culvert adequately designed to 
allow the passage of maximum flood water? 

   

Will excavation increase likelihood of landslide 
or cause any other instability? 

   

Notes: 

• If all answers to the checklist questions are No there is no need for further action.  

• For any issues answered Yes, where significant adverse impacts are identified, there is need for adequate 
mitigation measures to be built into the project design. Implementation of the mitigation measures will 
require supervision by the VANC and DAFO, and in some cases DONRE. 



Annex A 2: Compensation agreement 
Village: 
 

Village code: District: Province: 

Description/name of subproject: 
 

Details of loss or damage to land and property for each affected household(use as many sheets as needed): 

Name of hh head Description of loss / damage Area of land 

affected, if land 

related (m2) 

Is area more 

> 20% of hh 

arable land 

(Y/N) 

Description of compensation agreed (eg 

area of land replaced, value of payment 

made etc) 

Signature of hh 

head agreeing 

with the 

compensation 

Date 

compensation 

provided 

Signature that 

hh received the 

agreed 

compensation 

 

 

       

 

 

       

 

 

       

 

 

       

 

 

       

 

 

       

 

 

       

 

Signatures and date signed: 

Chair of Village Agriculture for Nutrition Committee: Village Head: 



Annex A 3: Record of community contributions 
Village: 
 

Village code: District: Province: 

Description/name of subproject: 
 

Contributions from households who benefit from the subproject (use as many sheets as needed): 

Name of hh head Total labour days 

provided by hh 

members 

Total amounts of local materials 

provided (eg sand, gravel, 

timber etc) 

Signature that hh 

agrees with this record 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 

Signatures and date signed: 

Chair of Village Agriculture for Nutrition Committee: Village Head:



Annex A 4: Procurement records 

Annex 4.1:Procurement Plan 

Village: 
 

Village code: District: Province: 

Description/name of subproject: 
 

Name of VANC Procurement Officer: 
 

Procurement Items Quality 
Specifications 

Procurement 
method 

Estimated 
date of 

procurement 

Unit Quantity Unit 
price 

Total Kip 

1 Input materials        

1.1         

1.2        

1.3         

1.4         

1.5         

…        

2 Machinery, tools and 
equipment 

       

2.1        

2.2        

2.3        

2.4        

…        

3 Services        

3.1         

3.2        

3.3        

…        

TOTAL COST        

Verification signatures: 

VANC members: 

Village head: 
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Annex 4.2: Request for Quotation 

 

Lao People’s Democratic Republic 

Peace Independence Democracy Unity Prosperity 
 

Village:…………………………………………………….......... 

District: ……………………………………………………………. Province:………………………………… 

Request for Quotation 

Attention: Suppliers/shops/companies Request for Quotation Date:……../……./……… 

Subject: Request for Quotation for the procurement by the above village and district. The following goods, 

materials or services are required as described below: 

No Description Technical Specification Unit Quantity 

     

     

     

     

     

     

     

Condition for submitting the Quotation: 

1. A quotation form shall be correctly completed, dated, duly signed and stamped; 

2. The deadline for submission of the Quotation is on............./......../.........; 
3. The delivery location for the goods/materials/service is..................................................;  
4. Where possible, costs of delivery shall be included in the quotation; 

Signed: 

 

……………………………………………………………………………………….. Date……/……/…… 

ChairofVillage Agriculture for Nutrition Committee  
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Annex 4.3: Quotation 

 

Lao People’s Democratic Republic 

Peace Independence Democracy Unity Prosperity 

 

Quotation 

Inreference to Request for Quotation of ........................Village, ...............District , dated 

.........../........./............ 

Name ofShop/ Company/Supplier: .......................................................................................................... 

Address: ………………………………………………………………………………………………………………………………………………. 

Name/position of person providing this quotation:………………………………………………………………………………. 

Submits a Quotation for the supply of the following goods/materials/services: 

No Description Technical 

Specification 

Unit Quantity Unit Price 

(Kip) 

Price (Kip) 

       

       

       

       

       

       

       

       

 Cost of delivery      

 Total      

 

Signed: ……………..…………………..……………… Date: ..……/…….…/.......... 

Supplier Stamped 
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Annex 4.4: Bid Evaluation Report 

Lao People’s Democratic Republic 

Peace Independence Democracy Unity Prosperity 

 

Village:…………………………………………………….......... 

District: ……………………………………………………………. Province:………………………………… 

Bid Evaluation Report 

Inreference to Request for Quotation of ........................Village, ...............District , dated 

.........../........./............ 

The bidding method is in accordence with the provisions of Village Development Fund Guidelines. The result 
of the evaluation of quotations by the Village Agriculture for Nutrition Committee is presented below: 

No Supplier/ Shop/ Company Submitted Price (Kip) Rank Notes 

1     

2     

3     

Based on comparison of Quotations, the Village Agriculture for Nutrition Committee hasconcluded that:  

Name of Supplier/Shop/Company .......................................................... has offered the goods/ materials/ 
services in compliance with the requirements and at the lowest price (including the costs of delivery where 
relevant).  

Thus, it is recommended that the supply of the specified goods/materials/services should be awarded to 

....................................................................................Name of Supplier/Shop/ Company 

to the value of: ..........................Kip (in words....................................................................................Kip) 

Signed:Village Agriculture for Nutrition Committee 

1 Name:.....................................................Signed:..............................................Date:.......................... 

2 Name:.....................................................Signed:..............................................Date:.......................... 

3 Name:.....................................................Signed:..............................................Date:.......................... 

4 Name:.....................................................Signed:..............................................Date:.......................... 
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Annex 4.5: Handover Certificate 

Lao People’s Democratic Republic 

Peace Independence Democracy Unity Prosperity 

 
Village:…………………………………………………….......... 

District: ……………………………………………………………. Province:………………………………… 

Handover Certificate 

Inreference to Request for Quotation of ........................Village, ...............District, dated 

.........../........./............ 

And associated Quotation from: 

Name of Shop/ Company/Supplier: .......................................................................................................... 

Address: ………………………………………………………………………………………………………………………………………………. 

The Village Agriculture for Nutrition Committee hereby certifies that all goods have been delivered in good 

order and in conformity with the provisions of the quotation and agreed supply as below described: 

No Description Technical Specification Unit Quantity Unit Price(Kip) Price (Kip) 

       

       

       

       

       

       

       

 Cost of delivery      

 Total      

This certificate certifies the completion of the agreement to supply the above materials. 

Dated: ............../..................../................. 

Village Agriculture for Nutrition Committee ................................................. Supplier 

1 ......................................................... 

2 ......................................................... 

3 ......................................................... 

4 .........................................................  
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Annex 4.6: Receipt  

Lao People’s Democratic Republic 

Peace Independence Democracy Unity Prosperity 

 

Name of Shop/ Company/Supplier: .......................................................................................................... 

Address: ………………………………………………………………………………………………………………………………………………. 

Receipt 

Inreference to Request for Quotation of ........................Village, ...............District, dated .........../........./.......... 

Name of Shop/ Company/Supplier……………………………………………...............has received the payment of 

………………………................ Kip(in words………….……………………………...........................................................) 

for the supply of the following: 

No Description Technical Specification Unit Quantity Unit Price(Kip) Price (Kip) 

       

       

       

       

       

       

       

       

 Cost of delivery      

 Total      

 

Signed: ……………..…………………..……………… Date: ..……/…….…/.......... 

Supplier Stamped 

  



Annex A 5: Book keeping– Monthly bank transaction sheet 
 

Village: 
 

Village code: District: Province: 

Description/name of subproject: 
 

 

Monthly accounts for the month of …………………… 20.. 

Bank Transactions (LAK): 

Date Deposits into account (LAK) Reason for deposit Withdrawals (LAK) Reason for withdrawal Bank balance 

Opening balance at start of month  

      

      

      

      

      

      

      

      

      

Balance at end of month  

 

Verification signatures: 

VANC members: 

Village head: 



Annex A 5: Book keeping– Monthly expenditure records 
 

Village: 
 

Village code: District: Province: 

Description/name of subproject: 
 

 

Monthly expenditure for the month of …………………… 20.. 

Cash held by the VANC on the first day of month (LAK)  

Cash held by the VANC on the last day of the month (LAK)  

 

Expenditurerecord for each item purchased using the Village Development Fund (LAK)(use a separate line for each item – use as many sheets as needed): 

Date Details of item purchased 
(including specification & quantities) 

Name of Supplier (including location) Supplier provided 

cheapest 

quotation? Y/N 

Receipt provided 

Y/N 

Amount paid 

      

      

      

      

      

      

      

      

Verification signatures: 

VANC members: 

Village head: 



Annex A 6: Completion report form 
 

Village: 

 

Village code: District: Province: 

Description/name of subproject: 

 

 

1. Is the sub-project fully completed?       □ Yes □No 

If no, please explain what needs to be done, by whom and by when. 

 

 

 

2. Is the completed subproject the same size or scope as planned?   □ Yes □No 

If no, please explain: 

 

 

 

3. What was the planned number of hhs expected to directly benefit from the subproject?.................. 

What is the actual number of directly benefiting hhs?                                                             .……………….. 

If different, please explain: 

 

 

 

4. Did the project follow the environmental and social guidelines as planned? Did it follow the plans to 

reduce environmental impacts and compensate the hhs negatively affected?   □ Yes □No 

If no, please explain: 

 

 

 

5. What was the planned budget for this subproject? ………………………………………………………LAK 

What was the actual expenditure?    …......................................................LAK 

If significantly different, please explain the reasons (eg were some costs saved? Or were some new items 
required?) 

 

 

 

6. What was the planned labour contribution from the community (labour-days)? ………………………………….. 

What was the actual contribution (labour-days)?                                                         ………………………………….. 
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7. Has a Operations and Maintenance Committeeor User Groupbeen formed with agreed roles and 

responsibilities:        □ Yes □No 

If no, describe issues below 

 

 

 

8. Overall technical quality of Sub-project 

In general, the overall sub-project is fully functional and technical quality is: 

□ Poor □ Average □ Good □ Very Good 

 

9. Community satisfaction with Sub-project: 

How do villagers feel about the completed sub-project? 

□ Very Dissatisfied□ Dissatisfied □ Satisfied □ Very Satisfied 

If very dissatisfied or dissatisfied please explain reasons below: 

 

 

 

 

10. Discuss any other issues requiring attention: 

 

 

 

We certify that sub-project described above has been completed and is functional, and the above 
information is correct.  

 

Chair of the VANC:  Signature:  

 

VANC Procurement Officer:  Signature:  

 

VANC Bookkeeper: Signature:  

 

VANC Community Coordinator: Signature: 

 

Village head: Signature: 

 

DAFO Technical Specialist:  Signature: 

 

Date: 
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Annex A 7: Operation and maintenance plan 
 

Village: 
 

Village code: District: Province: 

Description/name of subproject: 
 

 

1. Describe plans for membership (M/F) and roles of the Operations and Maintenance Committee or User 
Group including how they will be selected: 

 

 

 

 

 

 

2. Please describe the expected roles and responsibilities for hhs who benefit from the subproject for 
operating the subproject, doing preventative maintenance, and undertaking repairs: 

 

 

 

 

 

 

3. What will be the schedule of O&M activities? Describe what will need to be done, and how often, to 
ensure the infrastructure operates properly and is checked, cleaned or repaired as required. 

 

 

 

 

 

 

4. What will be the amount of labour days required each quarter (3 month period) for each of the above 
O&M activities? 
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5. Please estimate the amount of money required each year for O&M activities including 
routine/preventative maintenance and minor repairs? 

 

 

 

 

 

 

 

6. Describe how funds for maintenance and repairs will be collected?  

(Eg Regular hh contributions? Or hhs contribute as and when required? Will all hhs be able to afford to 
contribute?) 

 

 

 

 

 

 

7. Will the O&M Committee/User Group and benefiting households need technical assistance and training 
in O&M? 

If yes, describe the support to be provided by DAFO or other agency including the topics and schedule: 

 

 

 

 

 

 

8. Discuss any other O&M issues requiring attention: 

 

 

 

This O&M plan has been discussed and agreed among all hhs that will benefit from subproject: 

 

Chair of the VANC:  Signature:  

 

Village head: Signature: 

 

DAFO Technical Specialist:  Signature: 

 

Date:  
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Annex B - VANC Members Agreement Template 
 

Village: 
 

Village code: District: Province: 

Description/name of subproject: 
 

 

We the elected members of the Village Agriculture for Nutrition Committee agree to comply with the 

procedures outlined in Village Development Fund Guidelines, following the training provided to us by the 

DAFO, and will work as volunteers in the best interests of our village: 

 

Position Name of volunteer Sex 

(M/F) 

Ethnicity Signature 

VANC Chair 

 

    

VANC 

Procurement 

officer 

 

    

VANC Bookkeeper 

 

    

VANC Community 

coordinator 

 

    

 

Witnessed by the Village Head: 

Signature: Date: 
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Annex C - Sub-Project Proposal Format 
Village: 
 

Village code: District: Province: 

Description/name of subproject: Date of proposal: 
 

Names/positions of persons completing this form: 
Name: Position: 
Name: Position: 
Name: Position: 
Name: Position: 

 

1. Attachments required: 

• Sketch map showing infrastructure location relative to houses, roads, rivers, existing irrigation areas, 

existing water supplies etc (Annex C1) 

• Detailed design drawings, as required (Annex C2) 

• Bill of quantities (including community contributions) including budget for purchased materials, 

equipment, services etc (Annex C3) 

• An implementation schedule including procurement plan (Annex C4) 

• Completed environmental and social checklists (see Annex A1) 

• Compensation agreement (if required) (see Annex A2) 

• Simple operations and maintenance (O&M) plan (see Annex A7) 

• Signed grant agreement form (Annex C5). 

Sub-project summary information: 

Total no. hhs in village  No. hhs directly benefiting from sub-

project 

 

Total no. poor or extremely poor hhs 

in the village 

 Total no. poor or extremely poor hhs 

directly benefiting 

 

Was this sub-project among the priorities identified by women (Y/N)  

Total estimated cost of the sub-project (as estimated during design) LAK  

Total estimated labor days to be contributed by the community (labor-days)  

List of local materials community agrees to contribute: 
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Annex C 1: Sketch map showing location of infrastructure 
Please show infrastructure location in relation to the position of village hamlets, houses, roads, rivers, 
existing irrigation areas, existing water supplies etc. Please indicate distances where these are important. 
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Annex C 2: Detailed design drawings 
Detailed designs are always required for irrigation, road and most water supply sub-projects that are new 

works and extensions to existing infrastructure. Renovations and repairs less than USD $5,000 in value will 

not require detailed technical design drawings. Simple design drawings will be required for most other sub-

projects. 

 

Indicate which of the following technical drawings are attached to this proposal: 

 

a) Profile view(s) ATTACHED (Tick) 

(Elevation of the entire structure and site) 

 

b) Plan view  

Overhead view ATTACHED (Tick) 

Foundations ATTACHED (Tick) 

 

c) Typical detailed and cross-sectional view ATTACHED (Tick)  

 

Drawings must include all necessary details for construction 

 



Annex C 3: Bill of quantities (BoQ) and budget estimate 
The BoQ should provide estimates of the quantities of inputs, goods and materials and any equipment required for constructing the infrastructure including any necessary 

environmental protection works. The BoQ should include those inputs, goods and materials that will be purchased using the grant funds as well as those inputs and 

materials provided as the community contribution (labor days and local materials). Note, there is no need to value the community contributions (only for purchases). 

Item 

No. 

Item description Units Quantity Unit cost (LAK) Total cost (LAK) Purchase or community 

contribution (P or CC) 

Materials for construction  

1       

2       

3       

3       

4       

5 Transport costs for construction materials      

Tools and equipment 

6       

7       

8       

9       

Services(only if cannot be reasonably provided as part of the community contribution) 

10       

11       

Labour(not to be purchased, but will be part of community contribution) 

12      CC 

TOTAL ESTIMATED COST FOR PURCHASED ITEMS  P 



Annex C 4: Implementation schedule (including timing for procurement) 
 

No. Description of activities             

Procurement             

              

              

              

              

              

              

Implementation             

              

              

              

              

              

              

              

              

              

              

              

              



Annex C 5: Grant agreement 
 

Village: 
 

Village code: District: Province: 

 

Parties 

Party 1 
Chair of Village Agriculture for Nutrition Committee on behalf of the VANC members 
and village beneficiaries of the infrastructure sub-project 

Party 2 Head of DAFO 

 
Contact Details 

 Chair of VANC Head of DAFO 

Name:   

Address:   

Phone:   

E-mail:   

Village bank 
account number: 

  

 

SUB-PROJECT DESCRIPTION 

Sub-project title: 
 
 

Agreement commencement date:  
 

Agreement completion date: 

Grant amount for sub-project construction: 
 
 

Amount of beneficiary contribution (labor-
days): 

 
Introduction 
This is an agreement between the Village Agriculture for Nutrition Committee (VANC) representing 
________________village, and the District Agriculture and Forestry Office (DAFO) of ___________________ 
District, dated ___________ 20__ concerning a grant for constructing the agreed infrastructure 
(‘subproject’) identified by the village community within its Village Infrastructure Plan. This agreement will 
come into effect once signed and the attached subproject proposal has been approved by the District Socio-
Economic Development Committee. 
 
The grant is financed by the Agriculture for Nutrition Project. The Village Agriculture for Nutrition Committee 
(VANC) and the District Agriculture and Forestry Office (DAFO) agree to the following terms and conditions: 
 
General description of terms 
1. The DAFO shall deposit the grant to the Village’s bank account after signing this agreement and the 
subproject proposal has been approved by the District Socio-Economic Development Committee.  
 
2. The VANC shall ensure that the grant is strictly utilized only for the sub-projects identified as priorities in 
the endorsed Village Infrastructure Plan. The grant shall not be used for any other activities including any 
ineligible activities defined in the Village Development Fund Guidelines.  
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3. The VANC shall support the village to construct each sub-project with due diligence and efficiency and in 
accordance with the sub-project design and proposal developed with the assistance of the DAFO. The VANC 
shall ensure sound technical, procurement, financial management, environmental and social practices and 
procedures are followed in accordance with the Village Development Fund Guidelines. The VANC shall 
organize the beneficiary hhs to contribute labor and local materials that form part of the subproject 
proposal. 
 
4. The DAFO shall provide technical support and oversight of the construction to ensure infrastructure is of 
an adequate technical standard and that appropriate environmental and social safeguards are followed. The 
DAFO holds overall responsibility of ensuring that appropriate procurement procedures are observed, and 
the necessary accounting and audit procedures are carried out. 
 
5. The VANC may request the DAFO’s assistance on any matter relating to the sub-project implementation or 
management.  
 
Financial records 
6. The VANC shall maintain adequate bookkeeping systems, procedures, and records for expenditures 
relating to the sub-project. The VANC shall keep monthly financial reports available for DAFO review and 
comply with the instructions of the DAFO regarding the audit of these reports. The VANC also agrees that 
financial reports shall be regularly and publicly disclosed in village meetings for all hhs in the village.  
 
7. The grant disbursements will be made to a village bank account as described in the Village Development 
Fund Guidelines. For each payment into this account, the VANC will provide evidence that the money has 
been used according to this agreement and the subproject construction concerned. 
 
8. Grant expenditures may be audited, as deemed appropriate, within the overall DAFO financial audit 
process. The VANC will co-operate fully with the DAFO auditor and will make available to the auditor 
whatever records, documentation and other information is requested. The VANC and village hhs will be 
liable for repaying any grant funds found to have been misused and all steps will be taken for recovery 
according to Lao regulations in force. 
 
Procurement 
9. All subproject implementation related procurement is the responsibility of the VANC. The role of the 
DAFO is to review, supervise and guide the procurement carried out by the VANC, thereby ensuring that 
integrity, transparency and accountability are maintained. 
 
10. VANC procures goods and services, as identified in the sub-project proposal and bill of quantities, upon 
asking minimum three quotations when possible. If only one supplier available in the area, the village head will 
certify this and that the price is consistent with market prices in the area. The VANC will produce evidence of 
procurement and quotations and show these to DAFO when requested. 
 
Monitoring and evaluation 
11. DAFO will be responsible for overall monitoring and supervising grant-funded sub-projects through on-
site visits and reviews of the VANC’s financial and procurement records. The DAFO will support the VANC 
complete a final inspection and drafting of a completion report using the format provided in the Village 
Development Fund Guidelines 
 
12. The VANC shall cooperate with the DAFO, and AFN donors and provide any information that they may 
request to monitor and evaluate the progress of the sub-project, and to inspect VANC operations and any 
relevant records and documents.  
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Ownership of infrastructure and subsequent maintenance 
13. The village beneficiaries will have the full property right for the infrastructure and associated equipment 
after successful completion of the subproject. The village beneficiaries are responsible for taking care of all 
infrastructure and associated equipment and will ensure proper operation, maintenance and repair in 
accordance with the Operation and Maintenance Plan that forms part of the subproject proposal. 
 
Closing of this agreement 
14. Upon receipt of the completion report from the VANC, the DAFO shall initiate procedures to close-out 
the grant. Close-out procedures include obtaining and approving all monthly and final statements of 
expenditure. Any unexpended grant funds will be either  

• Retained by the VANC in the village bank account for their next infrastructure subproject if they still 
have unwithdrawn funds remaining in their VDF allocation, or  

• Refunded to the AFN Project.  
 
15 Communication of close-out shall be through a close-out letter from DAFO to the VANC. All Grant 
requirements remain in full force and effect until the grant recipient receives the close-out letter from DAFO 
indicating that all obligations have been satisfied, and that the grant investments are moved to the full 
ownership of the village recipients. 

 
Suspension and cancellation 
16. The DAFO holds right to terminate the grant with the NPCO’s approval if: (i) the Recipient does not 
follow provisions of the Grant Agreement; (ii) the VANC has significant delays in the construction of the sub-
project with no acceptable cause; (iii) no proper accounting exists in financial records; (iv) false documents 
or information is provided; (v) the grant is used to finance expenses not approved by the DAFO, and 
conducting activities other than approved; or (vi) the VANC terminates engagement in the sub-project. 
 
17. In the case of a cancellation of the grant, all funds, received under the sub-project that have not been 
used, shall be returned to the DAFO account. All amounts, which have not been paid into the village account, 
shall be cancelled by DAFO. This includes any balance of the Village Development Fund available to the 
village that would have been available for other sub-projects. All equipment purchased by the VANC shall be 
returned to the AFN Project. In the case of misuse of grant funds, the VANC will be liable for repaying any 
grant funds found to have been misused and all steps will be taken for recovery according to the Lao 
regulations in force. 
 
Settlement of disputes 
18. The parties to this contract will use their best effort to settle amicably any dispute, controversy, or claim 
arising out of or relating to this Grant Agreement. Any such dispute, which is not settled by agreement of the 
parties thereto, will be finally settled in the applicable Court of the area in which the grant is executed. 
 
Force majeure 
19. Neither the VANC nor AFN Project will be responsible to the other for delay or failure in performance of 
any of the obligations imposed by this agreement when such failure is due to unintentional fire, flood, 
explosion, lightning, windstorm, earthquake, subsidence of soil, court order or government interference, civil 
commotion, riot, war, strikes, and labor disturbances, beyond the reasonable control and without the fault 
or negligence of either of the VANC or the AFN Project. 

 
This Agreement was executed on: 

 

 
 

{Date/Month/Year} 

Signed by:  
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VANC Chair on behalf 

of the village {Insert name of Group Leader} 
 

 
Head of DAFO manager 

 

 {Insert name of the Head ofDAFO} 
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2. FARMER GROUP SUPPORT MANUAL 
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Part 1: Farmer Group Establishment and Training 
1.1 Group Establishment 
Step 1: Group Support Teams (GST) at local level 

At each of the 12 project districts, a Group Support Team is formed to assist the project in the process of 

establishment and development of farmer groups in the villages. The support team comprises of staff from 

DAFO, TSCs, Kum Ban, village development boards, Women’s Union members and lead farmers from the 

communities. The GST community members are required to have: (i) good knowledge and understanding 

about natural, cultural, and socio-economic conditions of the villages, (ii) experience in agricultural 

production, (iii) good reputation in the community, (iv) good communication and facilitation skills, and (v) 

available time for intensive farmer training. 

The GST members which are not project or government staff will receive appropriate payment for their 

provided services. All GST members receive DSA for their travel days. 

The tasks of the GST include three areas as follows: 

(i) Group Establishment: Disseminate information about the project opportunities; Review 

existing farmer groups and support establishment of new groups; Facilitate group 

management and development of group regulations; 

(ii) Agricultural Training: Support identification of good farming models; Provide agricultural 

trainings to farmer groups to replicate the good practices; 

(iii) Grant Investment Support: Conduct production planning trainings to farmer groups; Coach 

the groups in development of investment proposals for project financing; Oversee and 

support implementation of project’s group investments. 

 

DAEC, NAFRI, FAO and specifically hired consultants will provide intensive capacity building to the GST 

members to ensure appropriate skills and techniques for group development. A large scale TOT training 

programme will be organized for the GSTs for the above mentioned three areas. Practical training methods 

including farmer field school and learning by doing will be introduced to assure that the GST members can 

fulfill their tasks. 

Step 2: Announcement of the project opportunities 

Once the GSTs are in place, their first task is to disseminate to all villagers the information about the 

various project opportunities including infrastructure investments, household investments, group 

investments and training. Such announcement is to be delivered through various media including (i) posters 

and leaflets; (ii) local public speakers, and (iii) village meetings. The announcement should be repeated 

periodically to ensure that villagers are informed and aware of the opportunities. 

Step 3: Review of existing farmer groups and establishment of database 

In the 400 project villages, many farmer groups already exist. Such groups are a potential starting point for 

implementation of project activities. Together with DAEC the GSTs will conduct a review of existing farmer 

groups and their support needs.  

Those groups that have potential for development of joint commodity production will be listed in a 

database with details as follows: (i) group location and contact details, (ii) group membership, (iii) time of 

group establishment, (iv) group’s produced commodity, (v) level of group management skills, and (vi) 

quality of group production plan and level of group market access. Such database will later include 



Farmer Group Support Manual – Oct 2017 

60 

 

information about new groups. Information about provided technical and financial support will also be 

recorded to the database. Each district GST will assign a responsible person for the database, and DAEC will 

coordinate and consolidate information. 

Step 4: Establishment of new farmer groups 

Local villagers will express their interest in joining a Farmer Group. The farmers will be supported by GSTs 

for the whole process of group establishment. This process includes the following steps:  

(i) GST to provide information and procedures for group establishment; 

(ii) Groups to discuss group purpose, composition, and possible joined activities; 

(iii) Groups to discuss roles of different group members in the group management; 

(iv) Groups to discuss roles of different group members in joined activities; 

(v) Establishment of the groups. 

Villagers lead the process by themselves to ensure practical and demand driven group formation. Initial 

ideas for group purpose, composition and joined activities are recorded in hand-writing (preferably in large 

A1 sheet drafted together). 

Step 5: Farmer group management and regulations 

After establishment of the groups, the GSTs will hold a training session with the groups regarding group 

management. The groups will be assisted in their development of group regulations to ensure efficient and 

sustainable joint investment and operations. The group regulation document is an official, signed contract 

between group members. It includes agreement for:  (i) purpose of the group and group composition, (ii) 

principles for group operations including production, management and accounting, (iii) management and 

ownership of group property including cash and equipment, (iv) rights and responsibilities of group 

members, group leaders and group secretaries. A template for group regulations development is attached 

in Annex 1. 
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1.2 Agricultural Training 
Commodity/Technology Selection 

The SSFNSP will identify and select priority commodities and technologies for project investment as per 

their potential in: 

(i) Production of nutritious food; 

(ii) Market potential;  

(iii) Rural households’ upgrading opportunities; 

(iv) Climate change adaptability. 

The priority commodities/technologies will be selected from among (i) existing agricultural practices by 

farmers; (ii) the on-farm demonstrations by private sector and public institutions (DAEC, NAFRI, DAFO); and 

(iii) any emerging new models during the project implementation.   

To provide necessary background information for commodity/technology identification and selection, the 

project will introduce two instruments as follows. Participatory Action Research: NAFRI, DAFOs and FAO 

will implement a Participatory Action Research (PAR) programme in collaboration with project supported 

smallholder groups. The aim is to document models with best nutrition and income generation results, 

including (i) at least 20 small garden investments that require about USD 100-500 to implement; and (ii) at 

least 10 farmer group investments that require about USD 500-5,000 to implement. Detailed household 

budget and household replication guidance are included to each documented model. As result the districts 

and villages will be provided with a catalogue of potential Farmer Group investments and respective 

implementation guidance. Strategic Investment Planning: In each district the Project will identify district-

level priority commodities for project investment. For each commodity, a Strategic Investment Plan (SIP) 

will be prepared by FAO, DAFOs and NAFRI. Each SIP will identify and list the prioritized types of 

investments by Farmer Groups and Public-Private Partnership (PPP) and each type of investment will be 

accompanied with a realistic business model/financial analysis. 

Training of Trainers (TOT) in identified models  

Before support to farmer groups, a technical training is delivered to the Group Support Teams (GST) on 

application of each identified commodity/technology. NAFRI, DAEC and FAO will conduct such TOT for all 

project districts, village staff and lead farmers on the commodity/technology application. In the TOT 

training, the PAR-produced investment catalogue will be introduced with special attention to: 

(i) Introduction to the commodity/technology; 

(i) Agronomic, technical and capacity requirements;   

(ii) Nutrition potential and productivity optimization;  

(iii) Financial and market analysis; and  

(iv) Possibility for replication, especially by the poor and women. 

Training of farmers in the agricultural practice 

After the TOTs, the GSTs will roll out the commodity/technology training to the established farmer groups, 

which will learn about the application of identified good farming practices. The GST members that 

participated in the TOT mentioned above will be the trainers, following the topics and methods introduced 

in the TOT.  

 



Farmer Group Support Manual – Oct 2017 

62 

 

 

 

 

 

 

  

Nutrition School including nutrition sensitive agricultural training 

In all project villages the project will support the establishment of village-level “farmer nutrition schools” 

(FNS), which will focus on delivery of training relating to the four NNSPA agriculture interventions.  The 

FNS will aim to balance household food availability and utilisation from agricultural production, wild food 

collection and purchase throughout all seasons of the year. Topics will also include food storage and 

processing and food preparation and link with health sessions on WASH provided by the World Bank 

financed Health Governance and Nutrition Development Project (HGNDP). FNS implementation will be 

coordinated by the local DAFO, DHO, LWU,  and the Village Agriculture for Nutrition Committee (VANC).  

As result of such training the women members of the FNS will have capacity to replicate selected good 

farming practices that address their nutrition priorities. The training participants will receive a small 

investment grant called a Garden Grant. This is in value of USD 120 / household to apply the FNS learned 

practices on their farms and garden.  (See the AFN Garden Grant Guidelines for more details) 
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1.3Group Production Plan Training 
Production plan is a key document for the groups’ joined activities as well a requirement for application to 

farmer grant.  Starting from the establishment of the farmer groups, the GSTs will gradually support group 

participants in development of practical and viable production plans. As described above at 1.1 the GSTs 

will receive a specific TOT training to deliver such support. 

A template for the production plans is attached to this manual, see Annex 2. 

Following the sections in the production plan template, a training session on production plan (both for TOT 

and scaled farmer-trainings) will be organized to cover the following five topics: 

Half-day 1 

- General information on group establishment/composition/management, the importance of 

production plan, project farmer grant opportunity   (1 hour);  

- Production Plan in details. Following the commodity/technology selected and discussed in the 

agricultural trainings in section 1.2. (2 hours); 

Half-day 2 

- Market assessment of the commodity/technology selected in the production plan, for (i) sales of 

product (if relevant) and (ii) purchase of input materials (1 hour); 

- Food security and nutritional assessment (if relevant) of the foods produced in terms of their 

contributions to seasonal gaps in household food and nutritional security; 

- Costs and benefits (Commodity Production Budget) of a production plan. Introduction of the 

method (2 hours);  

Half-day 3 

- Costs and benefits (Commodity Production Budget) in detail for the grant proposals of the 

applicants (2 hours); 

- Procurement plan and cost estimation. Introduction of the method (1 hour); 

Half-day 4 

- Procurement plan and cost estimation in detail for the grant proposals(2 hours); 

- SWOT analysis. Introduction of the method (1 hour); 

Half-day 5 

- SWOT analysis in practice for the grant proposals. (2 hours) 

- Questions and Answers.  (1 hour) 

 

Final products of the training are the practical and viable production plans for farmer groups. These will be 

used and updated throughout the lifespan of the groups. Also, they constitute the main part of application 

documents for SSFNSP farmer group grant.  
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Part 2: Farmer Group Grants 
2.1 Financial support available for farmer groups 
The SSFNSP has allocated USD 3.9 million as direct financial support to the farmer groups. This support is 

delivered as agricultural production grants to farmer groups in the 400 targeted villages, with average USD 

10,000 per village. 

Of the total fund, 80% is allocated between villages according to village size and the number of members in 

the farmer groups. After project mid-term, the remaining 20% is allocated on competitive basis to those 

villages that have successfully implemented the Farmer Group grants of the initial allocation. 

The Farmer Group Grants will be allocated to minimum 650 groups (average 1-2 groups per village will 

receive financing). The benefits will be to minimum 10,000 households, including 30% poor. Half of the 

group members should be women. 

2.2 Eligible applicants and maximum support per group 
The farmer groups that operate in the AFN Project villages are eligible to apply for Farmer Grants with the 

following conditions: 

- Grants are awarded based on approved Production Plans developed by farmer groups; See 

Farmer Group Production plan template in Annex 2. 

- The groups must have a group regulation at place; 

- At least 50% of group participants should be women; 

- Grant amount not to exceed (number of member households)*(USD $400); 

- The maximum grant for any one farmer group will not exceed USD $6,000; 

- 75% of proposed cost granted by project; 25% beneficiary contribution in-kind; 

- Implementation period of 9-18 months depending on work plan. 

In each district, at least 30% of the households benefitting from Farmer Grants scheme need to be poor. 

The groups should always have both poor and better off members, however the 30% limit is flexible at the 

farmer group level. The districts are responsible to ensure such outreach to poor households. 
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2.3 Purpose of Farmer Grants 
During the above explained group meetings and trainings, the groups will learn about (i) improved 

agricultural production methodologies and (ii) group production planning. Based on these skills, the groups 

will develop proposals to implement Farmer Grants. 

Grants are invested in nutrition-rich agricultural production systems. Each group will select a commodity 

and technology for the grant investment. Grants can be provided to improve the agricultural production 

units’ (i) productivity, (ii) product quality, (iii) food hygiene and safety, (iv) storage, (v) processing, (vii) 

market linkages, and (viii) environmental/working standards. 

Acceptable grant items in this category may include: (i) in-group revolving investment (such as rice banks) 

to cover multiple seasons of consumable materials such as initial inputs and supplies required in the 

farming system; (ii) non-consumable materials such as equipment and machinery to establish the 

technology improvement; and (iii) training and services from local providers, such as agricultural technical 

training, marketing support, business planning support, investment planning support. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

As result of any investment, household income and/or nutrition level need to increase significantly in short 

term. All investments should be easily replicable by other households in the localities. 

2.3.1 Guidelines for revolving funds within farmer group proposals 
Revolving funds may form part of the farmer group grant proposal. These may be cash-based revolving 
funds to pay for inputs and supplies (eg seed, fertilizer, cultivation services etc) at the start of the cropping 
season to be repaid upon harvest and sale of agricultural products. These funds will be available again at 
the start of the next season. However, revolving funds cannot be used for general member loans unrelated 
to the core business of the farmer group proposal. 
 

1. INITIAL INPUT MATERIALS 2. MACHINERY AND 

EQUIPMENT 

3. TRAINING AND 

SERVICES 

➔ LONG-TERM IMPACT 

➔ ONE-OFF INVESTMENT 
➔ SHORT-TERM IMPACT 

➔ REVOLVING INVESTMENT 

HOW CAN A FARMER GRANT BE USED? 
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Revolving funds may also be in kind. For example, seed can be purchased that members borrow and then 
repay after harvest (ie a seed bank). Revolving funds in kind for livestock may also be considered. In such 
cases, livestock are distributed to members and some of the offspring are returned to the group for 
redistribution to new members. New members will also need to contribute an equivalent beneficiary 
contribution to that provided by the original members. 
 
The following issues need to be considered in grant proposals that include livestock revolving funds in kind: 

• How many livestock of each age and sex should be provided to initial member households? 

• How many the offspring should be returned by member households for redistribution? (eg All of 
the offspring from the first batch? Half of the offspring?) 

• What should the specifications for the livestock that are returned for distribution? (eg What age 
and sex of livestock?) 

• After what period of time should members return the offspring? (eg After 1 year?) 

• What should happen in the case of livestock death or disease? 

• How should new farmer group members/beneficiaries be selected? 

• What number, age and sex of livestock should be provided to new members? 

• What beneficiary contribution should be provided by new members? 

• What are the responsibilities of members regarding animal health and vaccinations? 
 
Clear rules need to be agreed and documented to govern the revolving fund processes covering the above 
considerations. These should form part of the proposal from the farmer group. 
 
If there is expectation of nutritional benefits through consumption of livestock then cattle, buffalo, pigs and 
goats should not be promoted as these are more likely to be sold for income. Chickens, ducks, geese, 
guinea fowl, rabbits, and other small livestock species are more likely to be consumed by the household (or 
in the case of poultry produce eggs for consumption). 
 

Example of goat revolving fund 

 

The following is an example of basic rules for a goat farmer group grant and associated revolving fund: 

• Each of 10 farmer group members is provided 3 does (female goats) funded from the AFN farmer 

group grant. 

• The group collectively owns 4 bucks (male goats) to mate with the does owned by member hhs. 

• Group collectively and/or individually establishes forage plantings. 

• Group collectively constructs pens, yards, water points and fences etc. 

• At the end of 18 months each member hh returns to the group 2 does that are at least 3 months 

old. 

• The group identifies 6-7 more members to receive 3 does each. 

• All bucks superfluous to the breeding needs are collectively marketed and revenue distributed in 

proportion to member contributions of bucks for sale (by numbers or live weight) with some 

revenue retained for vaccinations and animal health related expenses and any other investments 

identified by members. 

• Any new members brought into the group is required to contribute equivalent labour/materials 

contributions as existing members had contributed previously. 

• At the end of each year, the group determines the appropriate number of members and total 

herd size appropriate for their village conditions (based on labor, forage availability, impacts on 

environment etc) and annually selects which animals to retain and which to collectively sell off. 
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• Funds from sales are distributed annually as member hh income, retained for animal health 

products and services and group investments related to their existing goat rearing business, or 

used to diversity group businesses into other areas. 

 

 

2.4 Competition to select grant recipients 
After the SSFSFNP has developed a detailed list of Farmer Grant funding priorities (based on conducted 

PARs and SIPs), DAFOs will announce and coordinate the grant call for proposals.  

The District Social and Economic Committee (DSEC) will be assigned to lead the grant selection process. 

Each DSEC will appoint at least 4 members as grant selection focal points to participate in the grant 

selection panel. The steps of the application process are as follows: 

 

Step 1 
 
The DAFO announces call for applications 
 

Kick off 

Step 2 

 
Farmer groups prepare and submit their 
applications 
 

 

Step 3 

 
District Social and Economic Development 
Committee appraisal and selection successful 
proposals 
 

10 days from 
submission 

 
Step 4 
 

Announcement of grantees and agreement 
signing 

15 days from 
DSEDC 
appraisal 

 

Step 1: The DAFO announces call for applications 

The DAFOs will officially announce the call for proposals in all target villages. In the announcement the 

following details are communicated to the villagers through village information boards, loudspeakers and 

village meetings: 

i. Objective of the Farmer Grants; 
ii. Eligible Farmer Grant applicants; 
iii. Duration of the implementation,  
iv. Maximum grant amount and required beneficiary contribution. 
v. What can be supported by the grant amount; 
vi. What documents need to be included in the application; 
vii. Deadline and location for submission of the application; 
viii. Rules for selecting successful proposals; 
ix. Places where interested applicants may obtain further information and support. 
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Step 2: Farmer groups prepare and submit their proposals 

The farmer groups are responsible for preparation, submission and implementation of the grant proposals. 

A “Group Leader”, on behalf of the Farmer Group and selected by the Farmer Group, will be the contact for 

the grant application and implementation process. 

After announcement of the grant opportunity, farmer groups will be supported by the Group Support 

Teams (GST) in preparation of their proposals.  

The Application is required to provide details as follows (see templates at appendix 1 and 2): 

- title of the grant investment project and name of the farmer group; 

- applicant contact details; 

- proposed duration of sub-project; 

- proposed total cost, grant amount and beneficiary contribution; 

- technical description of proposed investment; 

- input and output market description; 

- work plan and budget including timeline; 

- evidence of an account in a bank or registered micro finance institution. 

In addition, applications need to be accompanied by a signed Group Agreement, between all members of 

the group certifying that: (i) the group will work together and members have decided to implement this 

sub-project; (ii) the group members agree to contribute to the implementation as described in the sub-

project proposal; (iii) all group members agree to apply for the grant; and (iv) group has 

nominated/selected the responsible person for the application and for the management of the sub-project 

bank account (Group Leader). 

The DAFOs will receive the proposals and immediately will acknowledge the submission and assign a 

registration number to the proposal that will be used throughout the life of the grant proposal. 
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Step 3: District Social and Economic Committee appraisal and selection of recipients 

The District Social and Economic Development Committee will hold a separate session to evaluate the 

proposals against an agreed set of criteria. The following criteria template will be used to evaluate the 

proposals: 

 

  Criteria 
Out of 

maximum  

 

Poverty reduction, food security or nutritional benefits and targeting (maximum 35 points)   

 1 Are there minimum 30% poor/near-poor households in the applying group? __ / 10 

 2 
Will the sub-project provide economic, food security or nutritional benefits for a 
significant number of direct participants and indirect beneficiaries? 

__ / 15 

 3 
Are there minimum 50% women among the proposed sub-project applicants and 
beneficiaries? 

__ / 10 

Implementation, beneficiary contribution and replication (maximum 30 points)   

 4 
Does the applicant show a feasible and appropriate work plan as per proposal 
template? 

__ / 10 

 5 
Does the applicant show commitment by including in-kind contributions to work and 
costs plan? 

__ / 15 

 6 
Is the proposed solution easily transferable to other producers or groups in the 
district? Is it technically applicable and financially affordable by non-project 
beneficiaries? 

__ / 5 

Sub-project results and sustainability (maximum 25 points)   

 7 
How realistic, large and rapid are the proposal's described: Expected improved 
productivity and income, or food and nutrition security? 

__ / 10 

 8 
Does the proposed sub-project contribute to sustainable business linkages in the 
value chain? Alternatively, does the proposed sub-project contribute to sustainable 
improvements to household food and nutritional security? 

__ / 10 

 9 
Are there clear ideas on how the sub-project activities and procured equipment 
maintenance can be continued and developed in the future (after the end of the sub-
project)? 

__ / 5 

Environment (maximum 10 points)   

 10 
What is the impact of the sub-project on the environment (from -10 if very negative 
to +10 if very positive)? 

__ / 10 

 

Total __ / 100 

 

During the evaluation meeting, (i) DSEC members will discuss the proposals and individually give scoring to 

each application; (ii) The scores of the reviewers are immediately averaged; (iii) After scoring and averaging 

the proposals, DSEC will verify the final scoring of the applications. 

Proposals exceeding scoring of 70 points are considered approved for implementation, in the limits of 

available budget for the Farmer Grant scheme. Those with scores less than 70 points are returned to 
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applicants together with the declaration of negative result. Proposals that are rejected can be improved 

and re-submitted later. 

 

Step 4: Announcement of winners and agreement signing 

Following approval, the legal Grant Agreement documents will be issued by the DAFO. The grant agreement 

will be signed by the Group Leader, DAFO manager and the Village leader. The final Grant Agreement has to 

be reviewed and signed by DAFO, and sent to PAFO/DAEC for information and submission to NPCO. 

The Grant Agreement is binding on signature by all parties, and the sub-project proposal will be a 

component of the legal documentation. Key items of the Grant Agreement are as follows: 

i. Final version of the Farmer Group Grant Proposal: (i) Results delivered by the farmer group, with 
technical description of implementation; (ii) Costs including grant funds to be made available and 
applicants' in-kind contribution; (iii) An implementation plan and a schedule for the grant fund 
transfer;  

ii. Disbursement details; Procurement method and responsibilities; Equipment ownership rights 
(during and after the completion of the sub-project); 

iii. Rules for reporting, monitoring, supervision and audit; Rules for publication/disclosure of 
results/information; 

iv. Cancellation or other measures to be taken in the event of an unacceptable level of sub-project 
implementation or other causes of delay; and cancellation due to Force Majeure 

 

The Grant Agreement will include the schedule for the disbursement of funds by the DAFO, adherence to 

the agreed work plan and expenditure requirements by the Group Leader, and commitment to the 

monitoring and supervision process by all parties. 

The Grant Agreement should be signed no later than 15 days of the announcement of the grant winners. 

The Grant Agreement will be signed by the Group Leader and the DAFO Manager. The Grant Agreement is 

prepared in five original copies. One original copy each is retained by the Group Leader, DAFO, PAFO, DAEC 

and NPCO. 
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2.5 Financial, Procurement and M&E Procedures 
The DAFO holds overall responsibility of ensuring that agreed disbursements are processed timely as per 

Grant Agreement, appropriate procurement procedures are observed, and the necessary accounting and 

audit procedures are carried out. 

The Group Leader is the primary recipient of grant funds and it is her/his responsibility to ensure that funds 

are handled in accordance with the commonly agreed work plan and Grant Agreement, and ensure that 

reporting is to the standard required. 

(a) Disbursement 

The grant disbursements will be made to commercial bank account registered in the name of the Group 

Leader. The group members in the Group Agreement will officially authorize the Group Leader as the 

Principle Applicant and the group account holder. For each payment from the grant amount, the grant 

recipient will provide evidence that the money has been used according to the contract. 

Upon receiving the Grant Agreement, DAFO financial officer authorizes the payment. A payment order is 

prepared by the DAFO staff and signed by the DAFO Manager, to be submitted to the AFN project Account 

Holder at the district. Upon submission, the Account Holder will make the transfer of money from AFN 

project bank account to the beneficiary’s bank account. 

(b) Procurement 

All grant implementation related procurement is fully under the responsibility of the Grant Recipients. The 

role of the DAFOs and the NPCO is to review, supervise and guide the procurement carried out by the Grant 

Recipients, thereby ensuring that integrity, transparency and accountability are maintained. 

Following the IFAD good practice of procurement, the steps are as follows: 

i. As part of Farmer Grant proposal, the Grant Applicant identifies the goods, works and services 
to be procured and the procurement schedule based on implementation timing and targets; 

ii. DAFO and Grant Winner records the identified procurement needs and procurement schedule 
to the Grant Agreement; 

iii. Grant Recipient procures goods and services, as planned in the Grant Agreement, upon asking 
minimum three quotations when possible. If only one supplier is available in the area, or if 
goods particularly the non-manufactured ones (eg livestock, seeds, fruit trees, etc) are supplied 
by other households, the village head will certify this and that the price is consistent with 
market prices in the local area; 

iv. Grant Recipient produces evidence of procurement and quotations, as per Grant Agreement, 
and shows these to DAFO when requested. 
The Farmer Group should take photographs of receipts and the procured goods and send them 
to the DAFO AFN Coordinator the next day after procurement took place. 
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(c) Ownership of Goods 

The applicant will use the goods as agreed in the sub-project description, both during and after the 

completion of the sub-project. All purchased goods (including materials, equipment, data and information) 

are the property of the AFN project during the completion of the sub-project.  

The recipients (beneficiaries) will have the full property right for the purchased goods after successful 

completion of the Grant Work Plan, and where applicable this right is divided between the group members 

as per signed Group Agreement. The recipient is responsible for taking care of all property and provides for 

proper maintenance of equipment and is liable for the use of purchased equipment only for sub-project 

implementation activities during the sub-project implementation and only for common purposes as 

decided by the applicants/beneficiaries. In the case of necessity, the grant applicant provides insurance of 

this property against plunder, theft, fire etc. 

(d) Reporting, Monitoring, Evaluation 

Overall monitoring and supervising grant-funded sub-projects through reviews of all progress reports and 

on-site visits is the responsibility of the DAFO. Grant recipient is responsible for submission of the work 

plan. Each proposal will include clearly defined targets, against which performance can be assessed. 

The monitoring and evaluation of the grant implementation includes two steps: (i) initial field check against 

recipient’s work plan; and (ii) final report and final evaluation including on-site visit.  

Initial field check is performed and reported by AFN project staff and the DAFO, prior to signature of the 

Grant Agreement. The main purpose is to verify that the resources presented in the proposal are actually 

available to the applicants. The Group Leader is required to show available resources, and all application 

signatories need to be available to meet with the field check. An additional purpose for the initial field 

check is documentation (pictures and description) of baseline situation at the production site, allowing 

effective communication of development impact at household level. 

Final evaluation is initiated by (i) Grant recipient’s submission of final report, describing final outcomes of 

the implementation against Grant Agreement's listed indicators. (ii) The GST will review the final report, 

and (iii) perform a field-check of implementation, and (iv) submit a final evaluation report to Grant 

Recipient, DAFO and DAEC/NPCO. 

In addition, a sample of completed sub-projects will be evaluated and documented by experienced 

specialists, to assess whether the particular sub-projects and Grant Scheme in general has achieved 

intended results in terms of increased incomes, food and nutrition security, technology development and 

dissemination, productivity improvements, skills development and market linkages (as relevant to the 

objectives of each sub-project). The independent evaluators will have access to field check baseline 

documentation, final documents, and all Grant implementation sites. The results of the Farmer Grant 

scheme will be documented by the evaluators, with the aim of showcasing and replicating good activities. 

DAFOs, DAEC and the NPCO will disseminate the lessons learnt. 

(e) Accounting and Internal Audit 

DAFO will support Principal Applicants to prepare statement of expenditure reports. DAFO holds overall 

responsibility for ensuring that disbursements are processed timely, that the appropriate procurement 

procedures are observed, and that the necessary accounting and audit procedures are carried out as per 

general requirements. 
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The grant beneficiary will submit to the DAFO the statement of expenditure, accompanied with original 

supporting documents (i.e. invoices, receipts, written declarations, etc.). The grant beneficiary shall also 

prepare a final report at the end of the grant sub-project in a format acceptable to the DAFO, adequate to 

reflect the operations, resources and expenditures related to the sub-project. The grant beneficiary shall 

submit a copy of the said final grant report as soon as available, but in any case not later than 45 days after 

the end of the sub-project. 

Grant expenditures may be audited, as deemed appropriate, within the overall DAFO financial audit 

process. The grant beneficiary will co-operate fully with the DAFO auditor and will make available to the 

auditor whatever records, documentation and other information is requested by the auditor in connection 

with the audit of the DAFO funds. Principal Applicants and collaborating institutions will be liable for 

repaying any grant funds found to have been misused and all steps will be taken for recovery according to 

the Lao regulations in force. 

(f) Close-out, Suspension and Cancellation of Grant 

Close-out of Grant. Upon receipt of final report from the Recipient, the DAFO shall initiate procedures to 

close-out the grant. Close-out procedures include obtaining and approving all required statement of 

expenditure and progress reports, ensuring that any unexpended grant funds are refunded to the AFN 

Project. Communication of close-out shall be through a close-out letter from DAFO to the Grant recipient. 

All Grant requirements remain in full force and effect until the grant recipient receives the close-out letter 

from DAFO indicating that all obligations have been satisfied, and that the grant investments are moved to 

the full ownership of the grant recipient. 

Suspension and Cancellation of Grant. The DAFO holds right to terminate the grant with the NPCO’s 

approval at any time, if: (i) the Recipient does not follow provisions of the Grant Agreement; (ii) the 

Recipient has significant and unreasonable delays in the implementation of the sub-project and the DAFO 

believes that the sub-project cannot achieve its objectives; (iii) no proper accounting exists in financial 

records; (iv) false documents or information is provided; (v) the Grant is used to finance expenses not 

approved by the DAFO, and conducting activities other than approved; or (vi) the Recipient terminates 

engagement in the sub-project. 

In the case of a cancellation of the Grant, all funds, received under the sub-project that have not been used, 

shall be returned to the DAFO account. All amounts, which have not been paid, shall be cancelled by DAFO 

and all equipment purchased by grant shall be returned to the AFN Project. In the case of misuse of grant 

funds, the Recipients will be liable for repaying any grant funds found to have been misused and all steps 

will be taken for recovery according to the Lao regulations in force. 

Force Majeure. Neither the Recipient nor the AFN Project will be responsible to the other for delay or 

failure in performance of any of the obligations imposed by this Agreement when such failure is occasioned 

by unintentional fire, flood, explosion, lightning, windstorm, earthquake, subsidence of soil, court order or 

government interference, civil commotion, riot, war, strikes, and labor disturbances, beyond the 

reasonable control and without the fault or negligence of either of the Recipient or the AFN Project. 
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Annex 1. FARMER GROUP REGULATION TEMPLATE  

Farmer Group name: ………………………………………. 

Village:……………………………………………………... 

District: ……………………………………………………. Province:………………………….. 

Take the DAEC standard template, and ensure the following is included: 

1. Purpose of the group 

 

 

2. Group composition, group structure and group management 

 

 

3. Principles for group operations including production and marketing 

 

 

 

 

4. Ownership of group property including cash, infrastructure and equipment 

 

 

 

 

5. Management and maintenance arrangement for group assets in long term 

 

 

 

 

6. Arrangements for sharing of profits from group activities 

 

 

 

7. Responsibilities of group members, group leaders and group assistants 

 

 

 

 

8. Management of group bank account, signatories and rules for withdrawing funds 

 

 

 

 

9. Responsibilities for financial reporting to the group and other stakeholders (eg DAFO) 
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10. Rules regarding admittance of new members and leaving the group by existing members 

 

 

 

Signed by all group members 

1. Name : ……..   Signature: …….. 

2. Name : ……..   Signature: …….. 

3. Name : ……..   Signature: …….. 

4. Name : ……..   Signature: …….. 

5. Name : ……..   Signature: …….. 

6. Name : ……..   Signature: …….. 

7. Name : ……..   Signature: …….. 

8. Name : ……..   Signature: …….. 

9. Name : ……..   Signature: …….. 

10. Name : ……..   Signature: …….. 

11. Name : ……..   Signature: …….. 

12. Name : ……..   Signature: …….. 

13. Name : ……..   Signature: …….. 

14. Name : ……..   Signature: …….. 

15. Name : ……..   Signature: …….. 

etc 

Date of signatures:  

 

Signed by village leader 

Village leader name: ……  Signature: ………   Date: ……… 
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Annex 2. FARMER GROUP PRODUCTION PLAN TEMPLATE  

 

I.  Name of the sub-project: 

…………………………………………………………………………………………... 

……………………………………………………………………………………........... 

 

II. Information of the group: 

Village:  .............................................................................................................................  

District:  .............................................................................................................................  

No. of group members: …………… , of which: Poor…………..,  Female…………, Ethnic 

group (specify)……………….    

 

III. Duration and cost of the sub-project: 

Implementation duration, approximately: …….……….. (months). 

Expected starting time: ………........... (month/year); Expected ending time: 

…………(month/year)  

The total investment cost of the sub-project: ………………………Kip.  

Requested financed amount: ……………………..Kip. 

In-cash contributions by the beneficiaries : .…………………………..Kip. 

In-kind contributions by the beneficiaries: ……………………………Kip. 

List out and describe all the in-kind contributions (e.g. labor, equipment, tools, local 

materials, land in connection with the sub-project): 

Description of the in-kind contributions Estimated Value 

1.  

2.  

3.  
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IV. Implementation plan 

 

Product(s) produced (describing whether for income or food/nutrition security) 

……………………………………………………………………………………........... 

……………………………………………………………………………………........... 

……………………………………………………………………………………........... 

 

Market (if relevant) - how many % for sales? where to sell the product?……………... 

…………………………………………………………………………………………... 

……………………………………………………………………………………........... 

……………………………………………………………………………………........... 

……………………………………………………………………………………........... 

 

Food security or nutrition (if relevant) – what is the food group targeted? what seasonal gap 

targeted?) 

…………………………………………………………………………………………... 

……………………………………………………………………………………........... 

……………………………………………………………………………………........... 

……………………………………………………………………………………........... 

 

Production volume (How much production, yield)….…………………………………... 

…………………………………………………………………………………………... 

……………………………………………………………………………………........... 

……………………………………………………………………………………........... 

……………………………………………………………………………………........... 

 

Purchase of input materials (Where to buy? Purchase jointly?)………………………… 
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……………………………………………………………………………………........... 

…………………………………………………………………………………………... 

…………………………………………………………………………………………... 

……………………………………………………………………………………........... 
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V. Commodity Production Budget (cost-benefit) – for food security and nutrition sub-

projects only complete the relevant parts  

 

  

Product: 
 

 Harvest Period: 
 

Sold to: 
 

  
  
  

Unit 
No. of 
Units 

Unit cost Value 

kip'000 kip'000 

Output 
 

Output 1  kg 
   Output 2 … kg 
   

Total Output / Revenue kg 
   

     1. Input materials     

Seedlings 
 

      

Fertilizer 
    Pesticides 
    Herbicides 
    … 
    

     2. Machinery/Animal Power 
 

      

Investment cost 
    Operation cost 
    Costs of rent machinery 
    

     3. Other Variable Costs         

Tools 
    Packaging 
    Transport 
    Materials 
    

     4. Labour 
 

    
 Land preparation  day     
 Planting 

    Tending 
    Harvesting 
    Processing     

… 
    Total costs 
     

 
Profits(revenue minus costs)   
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VI. Procurement plan and cost estimation: 

 

Activities Unit  Quantity Unit price  Total Kip 

Total estimation    …………. 

1) Input materials    Total: 

1.1     

1.2     

1.3     

1.4     

1.5     

2) Services - Production/ business     Total: 

2.1     

2.2     

2.3     

2.4     

2.5     

3) Machinery, tools, equipment    Total: 

3.1     

3.2     

3.3     

3.4     
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VII. Self-assessment through SWOT 

 

STRENGTHS WEAKNESSES 

OPPORTUNITIES THREATS 
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IX. Verification signature: 

 

1. Group signatures or Head of Group’s signature 

 

 

Signature of  the Applicant: …………………………Date: .............................................  

(Full name)     

 

 

 

2. Verification of the authority: 

 

 

 

Name: ………………………………Date ........................................................................  

(Full name and seal) 
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Annex 3. GRANT AGREEMENT TEMPLATE  

 

GRANT AGREEMENT  

BETWEEN DAFO AND GRANT RECIPIENT 

 

Farmer Group Grant  

Agreement No: Sub-project No. 

 

Parties 

Party 1 
Group Leader on behalf of the Farmer Group (see Group Agreement Letter in 

Appendix1 to this agreement) 

Party 2 DAFO Manager 

 

Contact Details 

 Group Leader DAFO 

Name:   

Address:   

Phone:   

E-mail:   

Bank account 

number: 

  

 

The application to the DAFO for Farmer Group Grant funding for the grant sub-project defined in the 

following schedule and hereinafter known as the “sub-project” has been approved by the DAFO and 

District Socio Economic Development Committee, subject to the terms and conditions contained in this 

Agreement. 

 

SUB-PROJECT DESCRIPTION 

Sub-project title: 

 

 

Agreement commencement date:  

 

Agreement completion date: 

Grant Agreement amount: 

 

 

Amount of beneficiary contribution: 

Items to be financed by the grant: 

See Appendix 2 to this Agreement 
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THE AGREEMENT 

 

 

 

 

It is agreed between the following Parties  

 

Party 1:  

 

(Farmer Group Leader, representing the Recipients) 

Party 2:   (Manager, representing DAFO) 

 

 

 

 

 

 

 

1. PURPOSE 

 

1.1 The grant funds provided to the Recipient by the AFN Project shall be used exclusively for the 

purposes specified in the proposal (see Annex 2) submitted by the recipient to the DAFO by 

________________________ (Group Leader) based on the call for proposal issued ____________ (date).   

 

2. RESPONSIBILITIES 

 

2.1 The Group Leader is the primary recipient of grant funds and it is her/his responsibility to ensure 

that funds are handled in accordance with the commonly agreed work plan and Grant Agreement, and 

ensure that reporting is to the standard required. The tax consequences of this award on the grant recipient 

and the fulfillment of these are the responsibility of the Recipient. 

  

2.2 The DAFO holds overall responsibility of ensuring that agreed disbursements are processed 

timely as per Grant Agreement, appropriate procurement procedures are observed, and the necessary 

accounting and audit procedures are carried out. DAFO sends all relevant correspondence to the Principal 

Applicant, through contact details pointed out at the first page of this agreement. AFN Project reserves its' 

right to terminate financing in the case if the Principal Applicant terminates participation in the project. 

 

3. PROCUREMENT 

 

3.1 All Grant implementation related procurement is fully under responsibility of the Grant 

Recipients. The role of the DAFOs and the NPCO is to review, supervise and guide the procurement 

carried out by the Grant Recipients, thereby ensuring that integrity, transparency and accountability are 

maintained. 

 

3.2  Following the IFAD good practice of procurement, the steps are as follows: (i) As part of Farmer 

Grant proposal, Grant Applicant identifies the goods, works and services to be procured and the procurement 

schedule based on implementation timing and targets; (ii) DAFO and Grant Recipient records the identified 

procurement needs and procurement schedule to the Grant Agreement; (iii) Grant Recipient procures goods 

and services, as planned in the Grant Agreement, upon asking minimum three quotations when possible. If 

only one supplier available in the area, the village head will certify this and that the price is following local 
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market prices; (iv) Grant Recipient produces evidence of procurement and quotations, as per Grant 

Agreement, and shows these to DAFO when requested. 

 

4. OWNERSHIP OF GOODS 

 

4.1 The applicant will use the goods as agreed in the sub-project description, both during and after 

the completion of the sub-project. All purchased goods (including materials, equipment, data and 

information) are the property of the AFN Project during the completion of the sub-project. 

 

4.2 The recipients (beneficiaries) will have the full property right for the purchased goods after 

successful completion of the Grant Work Plan, and where applicable this right is divided between the 

group members as per signed Group Agreement. The recipient is responsible for taking care of all 

property and provides for proper maintenance of equipment and is liable for the use of purchased 

equipment only for sub-project implementation activities during the sub-project implementation and only 

for common purposes as decided by the applicants/ beneficiaries. If necessary, the grant recipient 

provides insurance of this property against plunder, theft, fire etc. 

 

4.3 In case of termination of the sub-project by grant recipient, or negligent performance, or on the 

bases of violation of the Grant Agreement, DAFO may be instructed to repossess the equipment (during 

the Grant implementation before completion of the project). Repossessed equipment would be sold and 

proceeds would be returned to the grant fund for reallocation. 

 

5. PAYMENT OF GRANT 

 

5.1 The grant disbursements will be made to commercial bank account registered in the name of the 

Group Leader. The group members in the Group Agreement will officially authorize Principle Applicant 

as the group account holder. For each payment from the grant amount, the grant recipient will provide 

evidence that the money has been used according to the contract. 

 

5.2. Upon receiving the Grant Agreement, DAFO financial officer authorizes the payment in written. 

A payment order is prepared by the DAFO staff and signed by the DAFO Manager, to be submitted to the 

AFN project accountant at district project office. Upon submission, the District Project Accountant will 

make the transfer of money from AFN project bank account to the beneficiary’s bank account. 

 

6. ACCOUNTING AND INTERNAL AUDIT 

 

6.1 DAFO will support Principal Applicants to prepare statement of expenditure reports. DAFO 

holds overall responsibility for ensuring that disbursements are processed in a timely manner, that the 

appropriate procurement procedures are observed, and that the necessary accounting and audit procedures 

are carried out as per general requirements. 

 

6.2 The Group Leader is the primary recipient of grant funds and it is their responsibility to ensure 

that funds are handled in accordance with the commonly agreed work plan and Grant Agreement. The 

grant recipient will submit to the DAFO the statement of expenditure, accompanied with original 

supporting documents (i.e. invoices, receipts, written declarations, etc.). The grant recipient shall also 

prepare a final report at the end of the grant sub-project in a format acceptable to the DAFO, adequate to 

reflect the operations, resources and expenditures related to the sub-project. The grant recipient shall 

submit a copy of the said final grant report as soon as available, but in any case not later than 45 days 

after the end of the sub-project. 
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6.3 Grant expenditures may be audited, as deemed appropriate, within the overall DAFO financial 

audit process. The grant recipient will co-operate fully with the DAFO auditor and will make available to 

the auditor whatever records, documentation and other information is requested by the auditor in 

connection with the audit of the DAFO funds. Principal Applicants and collaborating institutions will be 

liable for repaying any grant funds found to have been misused and all steps will be taken for recovery 

according to the Lao regulations in force. 

 

7. REPORTING, MONITORING, EVALUATION 

 

7.1 Overall monitoring and supervising grant-funded sub-projects through reviews of all progress 

reports and on-site visits is the responsibility of the DAFO. Grant recipient is responsible for submission 

of the work plan. Each proposal will include clearly defined targets, against which performance can be 

assessed. 

 

7.2 The monitoring and evaluation of the grant implementation includes two steps: (i) initial field 

check against recipient’s work plan; and (ii) final report and final evaluation including on-site visit. 

 

7.3 Initial field check is performed and reported by AFN project staff and the DAFO, prior to 

signature of the Grant Agreement. The main purpose is to verify that the resources presented in the 

proposal are actually available to the Applicants. Group Leader is required to show available resources, 

and all application signatories need to be available to meet with the field check. An additional purpose for 

the initial field check is documentation (pictures and description) of baseline situation at the production 

site, allowing effective communication of development impact at household level.  

 

7.4 Final evaluation is initiated by (i) Grant recipient’s submission of final report, describing final 

outcomes of the implementation against Grant Agreement's listed indicators. (ii) The GST will review the 

final report, and (iii) perform a field-check of implementation, and (iv) submit a final evaluation report to 

Grant Recipient, DAFO and DAEC/NPCO.  

 

7.5 In addition, a sample of completed sub-projects will be evaluated and documented by experienced 

specialists, to assess whether the particular sub-projects and Grant Scheme in general has achieved 

intended results in terms of increased incomes, technology development and dissemination, productivity 

improvements, food/nutrition security, skills development and market linkages. The independent 

evaluators will have access to field check baseline documentation, final documents, and all Grant 

implementation sites. The results of the Farmer Grant scheme will be documented by the evaluators, with 

the aim of showcasing and replicating good activities. DAFOs, DAEC and the NPCO will disseminate the 

lessons learnt. 

 

8. CLOSE-OUT OF GRANT 

 

8.1 Upon receipt of final report from the Recipient, the DAFO shall initiate procedures to close-out 

the grant. Close-out procedures include obtaining and approving all required statements of expenditure 

and progress reports, ensuring that any unexpended grant funds are refunded to the AFN Project. 

Communication of close-out shall be through a close-out letter from DAFO to the Grant recipient. All 

Grant requirements remain in full force and effect until the grant recipient receives the close-out letter 

from DAFO indicating that all obligations have been satisfied, and that the grant investments are moved 

to the full ownership of the grant recipient. 

 

9. SUSPENSION AND CANCELLATION 
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9.1 The DAFO holds right to terminate the grant with the NPCO’s approval at any time, if: (i) the 

Recipient does not follow provisions of the Grant Agreement; (ii) the Recipient has significant and 

unreasonable delays in the implementation of the sub-project and the DAFO believes that the sub-project 

cannot achieve its objectives; (iii) no proper accounting exists in financial records; (iv) false documents or 

information is provided; (v) the Grant is used to finance expenses not approved by the DAFO, and 

conducting activities other than approved; or (vi) the Recipient terminates engagement in the sub-project. 

 

9.2 In the case of a cancellation of the Grant, all funds, received under the sub-project that have not 

been used, shall be returned to the DAFO account. All amounts which have not been paid shall be 

cancelled by DAFO and all equipment purchased using the grant shall be returned to the AFN Project. In 

the case of misuse of grant funds, the Recipients will be liable for repaying any grant funds found to have 

been misused and all steps will be taken for recovery according to the Lao regulations in force. 

 

10. SETTLEMENT OF DISPUTES 

 

10.1 The parties to this contract will use their best effort to settle amicably any dispute, controversy, or 

claim arising out of or relating to this Grant Agreement.  Any such dispute, which is not settled by 

agreement of the parties thereto, will be finally settled in the applicable Court of the area in which the 

Grant is executed. 

 

11. FORCE MAJEURE 

 

12.1 Neither the Recipient nor AFN Project will be responsible to the other for delay or failure in 

performance of any of the obligations imposed by this Agreement when such failure is occasioned by 

unintentional fire, flood, explosion, lightning, windstorm, earthquake, subsidence of soil, court order or 

government interference, civil commotion, riot, war, strikes, and labor disturbances, beyond the 

reasonable control and without the fault or negligence of either of the Recipient or the AFN Project. 

 

 

 

 

This Agreement was executed on: 

 

 

 

 

{Date/Month/Year} 

Signed by: 

 

Group Leader on behalf 

 

of the Farmer Group {Insert name of Group Leader} 

Principal Applicant 

 

 

Signed by: 

 

DAFO manager 

 

 {Insert name of the DAFO Manager} 

Manager, DAFO 
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APPENDIX 1 TO THE GRANT AGREEMENT: FARMER GROUP AGREEMENT 

APPENDIX 2 TO THE GRANT AGREEMENT: APPROVED FARMER GROUP PROPOSAL  
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Annex 4 Completion Report Template 

 

COMPLETION REPORT 

The Farmer Group Grant sub-project has been completed, and results are achieved as explained in the 

below Tables 1 and 2. 

Group name and Village name: …………………………………………….. 

Signed by Group Leader on behalf of the farmer group members: ……………………………… 

Signed by Village Head: …………………………………………. 

 

DATE: ………………………………………….. 

 

TABLE 1. RESULTS TABLE AGAINST PRODUCTION PLAN OBJECTIVES  

 

Objective Activity Result Next steps 

1.     

2.     

3.     

4.     
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TABLE 2. FINANCIAL CHECK LIST AGAINST PROCUREMENT PLAN: 

Procurement Items Time of 
completio
n? 

Total 
expenditure
? 

Completed or 
not? 

Receipt 
available? 

Other 
evidence ? 
(pictures etc) 

 TOTAL COST      

1) Input materials      

1.1       

1.2      

1.3       

1.4       

1.5 etc      

2) Machineries, tools, 
equipment 

     

2.1       

2.2      

2.3      

2.4      

2.5      

3) Services      

3.1      

3.2      

3.3      

3.4      

3.5      
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ADDITIONAL ANNEXES: 

 

Request for quotation Annex 5 

Quotation Annex 6 

Bid evaluation Annex 7 

Receipt format for use by suppliers Annex 8 
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Annex 5: Request for Quotation 

Lao People’s Democratic Republic 

Peace Independence Democracy Unity Prosperity 

 
Farmer Group name: ………………………………………. 

Village:…………………………………………………….......... 

District: ……………………………………………………………. Province:………………………………… 

Request for Quotation 

Attention: Suppliers/shops/companies Request for Quotation Date:……../……./……… 

Subject: Request for Quotation for the procurement by the above-named Farmer Group in the above village 

and district. The following goods, materials or services are required as described below: 

No Description Technical Specification Unit Quantity 

     

     

     

     

     

     

     

Condition for submitting the Quotation: 

5. A quotation form shall be correctly completed, dated, duly signed and stamped; 

6. The deadline for submission of the Quotation is on............./......../.........; 
7. The delivery location for the goods/materials/service is..................................................;  
8. Where possible, costs of delivery shall be included in the quotation; 

Signed: 

 

……………………………………………………………………………………….. Date……/……/…… 

Leader of the Farmer Group  
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Annex 6: Quotation 

Lao People’s Democratic Republic 

Peace Independence Democracy Unity Prosperity 
 

Farmer Group name: ………………………………………. 

Village:…………………………………………………….......... 

District: ……………………………………………………………. Province:………………………………… 

 

Name of Supplier/Shop/ Company ………………………………………………………………………… No. ........... 

Quotation 

In reference to Request for Quotation:  Quotation Date:......../......../....... 

from the above named Farmer Group in the above village and district. 

Name of Supplier/Shop/Company ………………………………………………………………. 

Address ………………………………………………………………………………………………………. 

Submits a Quotation for supply of the following goods/materials/services: 

No Description Technical 

Specification 

Unit Quantity Unit Price 

(Kip) 

Price (Kip) 

       

       

       

       

       

       

 Cost of delivery      

 Total      

 

Signed: ……………..…………………..……………… Date: ..……/…….…/.......... 

Supplier Stamped 
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Annex 7: Bid Evaluation Report 

Lao People’s Democratic Republic 

Peace Independence Democracy Unity Prosperity 

 
Farmer Group name: ………………………………………. 

Village:…………………………………………………….......... 

District: ……………………………………………………………. Province:…………………………………….. 

Bid Evaluation Report 

In reference to Request for Quotation:  Quotation No:……….. Quotation Date:......../......../....... 
from the above named Farmer Group in the above village and district. 
The bidding method is in accordence with the provisions of the Farmer Group Grant Guidelines. The result of 
the evaluation of quotations is presented below: 

No Supplier/ Shop/ Company Submitted Price 
(Kip) 

Rank Notes 

1     

2     

3     

Based on the findings of an examinationand comparison of theQuotations, the Farmer Group leader and 
three other members of the group have concluded that:  

Name of Supplier/ Shop/.Company..........................................................has offeredthe 
goods/materials/services in compliance with the requirements and at the lowest price (including the costs of 
delivery where relevant).  

Thus, it is recommended the contract for the supply of the specified goods/materials/services should be 

awarded to.......................................................... Name of Supplier/Shop/ Company 

to the value of: ...........................Kip(in words......................................................................Kip). 

 

Signed: …………………………………………, Date……/……/.......... 

Leader of the Farmer Group 

FG Member name 1 ...................................................Signed........................................................ 

FG Member name 2 ...................................................Signed........................................................ 

FG Member name 3 ...................................................Signed........................................................  
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Annex 8: Receipt format for use by suppliers 

 

Lao People’s Democratic Republic 

Peace Independence Democracy Unity Prosperity 

 

 

Name of Supplier/Shop/ Company:.................................................................................No ........... 

Address: ………………………………………………………………………………………………………………………...…………….. 

 

Receipt 

In reference to Quotation Number: .………………………, Dated……/……/……  
 

Name of Supplier /Shop/ Company............................................................has received the payment of 

……………………….......................... Kip (in words………….……………………….........................……...............kip ) 

for the supply of…………………………………………..…………………………………………………………………………………… 

to Farmer Group Name ………………………………………………………………Village …………………………………………… 

 

 

Signed ……………………………………………., Date……/……/…….. 

Supplier Stamp 
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3. Garden Grant Guidelines 
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Guidelines for Garden Grants 

 

Who will use these guidelines? 

DAFO – who will oversee garden/farm planning and the garden grants for nutrition. 

DAFO staff, DTEAP and TSCs (if nearby) – who will provide extension advice on 

appropriate garden/farm technologies (including the PAR modules developed for the 

project by NAFRI). 

Farmer Nutrition School facilitators – who will run the nutrition schools within which 

household garden/farm planning will be discussed; they will assist women apply for 

appropriate grants that support household production of nutritious foods. 

Village Agriculture for Nutrition Committee (VANC) – who will assess and approve 

Garden Grant applications and will release funds from the village development fund 

account, and undertake the necessary financial management and record keeping. 

 

Objectives of Garden Grants 

Garden grants provide opportunities for women who are farmer nutrition school (FNS) 

participants to increase, diversify and improve household supply of nutritious food. They should 

support small-scale farm and garden investments and be based on simple production plans that 

will help households fill seasonal food and nutrition gaps. 

Discussions at the FNS will help identify individual household or group investments that may be 

financed by the project as Garden Grants.  

 

What can be covered under Garden Grants? 

Investments in vegetable/small livestock/aquaculture production, and post-harvest storage or 

small scale processing especially for preserving food. These investments should be mainly for 

household consumption rather than commercial production. However, any production surplus 

to household needs can be sold. (See Annex A for some examples of investments which can be 

covered). 

 

How big are the grants women can receive? 

Individual grants to a maximum of USD $120 or group grants to a maximum of USD $500. 
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What is the process for developing an application for a grant to help implement the 

household garden/farm plan? 

The FNS facilitators will assist women participants to understand their households’ food and 

nutrition security situation throughout the year (covering all sources of food from production, 

collection and purchase of food). Household gaps in food and nutrition security will be 

identified and garden/farm plans developed with participants to fill these gaps. The FNS 

facilitators will assist women participants to apply for Garden Grants for individual household 

or group investments to implement their garden/farm plans. A simple application form is 

provided in Annex B. It must be signed by the applicant(s) and the FNS facilitator who assisted 

the applicant(s). 

 

Who can apply? 

• All applicants must be women who have participated in the majority of FNS learning and 

planning sessions conducted to date.7FNS participants are pregnant women and mothers of 

children under two.  

• Applicants can either be women representing a single household, or a group women applying 

for a larger investment (eg a communal fish pond, polyhouse, irrigation system for communal 

garden, food dehydrator/processing equipment, etc, etc). 

 

How are applications assessed and approved (by whom)? 

FNS facilitators ensure all applicants are regular participants to the FNS and make sure 

applications are based on garden/farm plans to address household food and nutrition gaps. 

Each application should be presented at the FNS by the applicant(s) and discussed at the FNS. 

The Village Agriculture for Nutrition Committee (VANC) provides final approval for Garden 

Grant applications. The VANC should ensure that the grants include women from the most food 

and nutrition insecure households in the village. 

 

Who manages the funds? 

The Village Agriculture for Nutrition Committee releases the funds for the Garden Grants as 

part of their overall financial management of the Village Development Fund provided to each 

                                                           

7 Women who have missed 1 or 2 FNS sessions for good reasons are still eligible to apply. 



Garden Grant Guidelines - Oct 2017 

 

99 

 

project village. Separate guidelines have been developed for the management of Village 

Development Fund. 

 

Is an agreement necessary for women who are given Garden Grants? 

No. The completed application form is the only agreement required. Grant recipients are 

required to spend their grant funds according to the investments specified in the application. 

The FNS facilitators will visit recipients periodically.  

 

What are the responsibilities of women who receive grants? 

Women who receive the grants are expected to contribute labor, household/communal land, 

and in some cases local materials to implement their garden/farm plans that are supported by 

the Garden Grants. The nutritious foods produced should be used mainly for home 

consumption rather than sale. Grant recipients are expected to follow good practices for 

feeding young children (especially under 2 years of age) and pregnant and nursing mothers, and 

good hygiene and sanitation practices promoted under the FNS and by DHO and Village Health 

Volunteers and HGNDP Village Facilitators. 

 

Who monitors the implementation results and benefits of these grants? 

The FNS facilitators will visit grant recipients periodically to assess progress and offer advice. 

The best garden/farm investments will be used to demonstrate to other FNS participants and to 

the wider village community. In some cases other women from other villages may be brought 

to learn and exchange experiences. 

The technical support and monitoring required for larger investments will be provided by DAFO, 

DAEC and/or TSCs. 

The project mid-term and end-line surveys will assess the impact of Garden Grants and other 

project support on household food security and nutrition. Other focus group discussions or 

special small studies will also look at the performance and success of FNS and Garden Grants. 
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Annex A: Examples of investments which could be supported by Garden Grants 

• Home or communal vegetable gardens producing nutritious vegetables (including leafy green 

and orange fleshed vegetables) especially when such foods are difficult to find. 

• Irrigation systems (including micro irrigation) to produce nutritious foods in the dry season. 

• Hand tools, seeds, compost making equipment, fertilizer etc for producing nutritious foods. 

• Equipment for processing, storing nutritious foods (milling, preserving, dehydrating, 

fermenting/pickling etc). 

• Production of small livestock and poultry (for meat, eggs for household consumption). 

• Production of fish, frogs, insects including required construction, purchases of 

fingerlings/juveniles etc (including fingerlings to stock paddies, ponds, dams and natural water 

courses). 

• Trips to neighbouring villages and TSCs to learn about relevant technologies. 
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Annex B: Garden Grant application form 

I. Title of proposed activity: 

……………………………………………………………………………………................................................................................. 

II. Household Information: 

Name of applicant:  .................................................................................................................................... ….. 

Indicate if the applicant is pregnant, mother of child(ren) under 2, or both: ……………………………………………. 

(Please use back of the form to list the names of applicants if this is a group application) 

Village and District: ………………………………………………………………………………………………………………………………….. 

Mobile phone number:  ............................................................................................................................. ….. 

Number of sessionsapplicant has participated in the Farmer Nutrition School: …………………………. 

III. Proposed garden/farm investment 

The total investment cost of the production plan: ………………………. Kip  

Description of the investment items Unite Price per Unit Value (Kip) 

1.    

2.    

3.    

4.    

5.    

Total value    

IV. Proposed activities explained and how they help solve a seasonal food/nutrition gap 

…………………………………………………………………………………………………………………………….……………......................... 

…………………………………………………………………………………………………………………………….……………......................... 

…………………………………………………………………………………………………………………………….……………......................... 

…………………………………………………………………………………………………………………………….……………......................... 

Signature of Applicant or group representative:……………………………………………….……….Date:........................ 

Signature of the Farmer Nutrition School Facilitator:….……………………………………………..Date:…………………….. 
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Back side of garden grant  

 

 


