Annex 1 

Suggested Model of Agenda for the Inception Workshop

Country

Name of project

Inception Workshop Draft Agenda 

Dates

Venue

The United National Development Programme (UNDP)-Global Environment Facility (GEF) Medium-Sized Project (Title)….. has been signed by UNDP and the Government of ……in ……(date).  The Inception Workshop, the first activity under this project, aims at assisting all stakeholders and involved parties to understand and take ownership of the project’s goals and objectives, define roles and responsibilities, clarifying technical and managerial aspects.

It is expected that at the end of the sessions:

· The country MSP for Sustainable Land Management (SLM), in the context of the UNDP-GEF Targeted Portfolio Project for SLM in LDCs and SIDS, is described, understood and discussed;

· The implementation modalities and roles and responsibilities are explained and agreed upon;

· The Logical Framework matrix is reviewed and validated;

· An Operational Workplan for the duration of the project is finalized, as well as the first Annual Workplan.

Day 1: Internal Session 

(Project Team, UNDP CO)

09:00 - 09:15 
Introduction of participants (roles and responsibilities)

09:15 – 09:30 
Presentation of the UNDP-GEF goals and procedures 


(UNDP CO)


(Material: PP)

09:30 – 10:30 
Presentation of the project structure: goal, objective, outcomes and changes occurred in the project environment since submission 

(Project Leader)  

(Material: PP and Logical Framework matrix)

10:30 – 11:00 
Project implementation arrangements

(Project Leader)  

11:00 – 11:15 
Coffee break

11:15 – 12:30 
UNDP-GEF Monitoring and Evaluation and Reporting requirements

(UNDP CO)

(Material: PP, APRF)

12:30-14:00 
Lunch break

14:00 – 15:30  
Logframe presentation and revision (if revisions are necessary – in any case it is good to have enough time here to discuss the indicators, precise them, agree on targets and milestones; in cases where the logframe was developed in the old template, half a day will be dedicated to logframe revision and indicators.)

(Project Leader)  

(Material: PP, Logical Framework matrix, APRF)

15:30 – 16:30 
Presentation of the Operational Workplan for the project, and First Annual Work Plan
(UNDP CO staff)  

(Material PP and draft OWP and AWP)

16:30 – 16:45 
Coffee break

16:45 – 17:45 
Presentation of the ToRs for the key experts for the first year.

(Project Leader/CO staff)  

17:45 – 18:30 
General discussion and preparation for the External Session

(Project manager, CO staff)  

Day 2: Inception Workshop – External Session

(Possible participants: Project Team members, local authorities, scientific council, representatives of NGOs and research institutes, private sector, UNDP).

8: 30 – 9:00
Registration

9:00 – 9:20
Opening and Welcome



(High ranking Government Official and UNDP representative)

9:20 – 10:00
Introduction of Project Team, Workshop Participants and Objectives of the SLM-IW

(Project Leader)  

(Material: PP and Agenda) 

10:00 – 10:30 
UNDP-GEF Goals and procedures

(Environmental Focal Point, CO)

(Material: PP)

10:30 – 10:45 
Coffee break

10:45 – 11:45
Presentation of project goals and objectives 

(Project Leader)

(Material PP and Logframe)   

11:45 – 12:30 
Open discussion or workgroups on the Logical Framework and indicators

(Project Leader facilitating)


(Material: Logframe, APRF)

12:30 – 14:00 
Lunch break

14:00 – 14:45 
Presentation of Project Management structures (i.e. Steering Committee), roles and 

responsibilities  and UNDP-GEF M&E requirements


(UNDP CO)


(Material: PP)

14:45 – 16:00 
Presentation of the first Annual Workplan

(Project Leader/UNDP CO)
16:00 – 16: 30 
Open discussion

(Project Leader/UNDP CO)
16:30- 17:00
Next Steps & Wrap up

How can you participate in this project?  

(Project Leader)
17.00 – 17.30
 Q&A

Evaluation form to participants to evaluate the workshop.
Day 3: Field visit

