PROJECT CYCLE CALENDAR

The Project Cycle Calendar provides the details on the steps for the submission, appraisal and approval of project proposals submitted to the ASEAN Foundation. The whole project cycle will approximately take one (1) year

The following is a sample one-year Project Cycle Calendar:

1 June (of the previous year) 
Receipt of New Project Proposals 

until 31 May 

31 May 



Deadline for Receipt of New Project Proposals 

1 June (of the previous year)  
New Project Proposals assigned to Project Officers 

until 31 May 


Project Officers tasks: 

· Communication with Proponents 

· Complete the Project Appraisal Checklist Form for each project proposal 

· Recommendation for each project proposal 

· Circulate the Project Appraisal Checklist Form of each project proposal and recommendation for each proposal to all the entire Project Co-ordination Team (including the Executive Director) for the Project Appraisal Meeting 

June – July 



Project Appraisal Meeting 

· Review each project proposal 

· Short-listing of project proposals 

· Prepare the recommendation to the Board of Trustees (approve or reject) 

· Possible follow-up communication with project proponents on some additional items

August 
Send recommendation to the Board of Trustees for their discussion during the upcoming Board of Trustees Meeting 

September
Board of Trustees Meeting (2nd scheduled meeting for the year) 

October
Communicate decision of the Board of Trustees regarding each project proposal to the project proponents

31 January (the following year) 
Deadline for the project proponent to finalise any necessary adjustments in the project proposal (should the project proponent be unable to comply to the deadline, the approval of the project may be re-considered) 

Mid-February (the following year)
Submit report to the Board members on the status of all the projects approved in the previous meeting of the Board of Trustees (to be discussed in the 1st scheduled meeting of the Board of Trustees of the following year)

March (the following year) 
Board of Trustees Meeting (1st scheduled meeting of the following year)

Note: 


· On exceptional cases, projects may be approved ad referendum by the members of the Board of Trustees. 

· Please consult with the AF Secretariat on actual dates
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