Guidance for bilateral projects


Outline for an inception report

	Type of report
	Inception report


	Cover page
	· Name and duration of the project

· Type of report

· Date and location

· Who has prepared the report

· Distribution of the report

	Table of contents
	

	List of abbreviations
	

	1. Summary
	· Main findings and recommendations  

	2. Background 
	· Short background of the project 
· Overview of the work carried out during the inception phase

	3. Progress during the inception period
	· Progress achieved during the inception phase (reported against the work plan)

	4. Situation update, including updates to background information and analysis
	Analyse here, when relevant:

· Possible changes in external factors (for example context, policy framework, strategies, development needs, donor coordination)
· Overview of updated/revisited analysis (for example stakeholder analysis,  HBRA analysis and analysis of cross-cutting objectives,  baseline studies (detailed background information and baseline data shall be presented in annexes))
· Changes in assumptions and possible risks


	4. Critical issues and revision needs
	Describe here critical issues and proposed changes to implementation and approach, based on the situation analysis. Ensure that the results of revisited and updated analysis (HBRA, CCO etc.) will be taken into account in revisions of the project scope, logic, approach, results chain/toc and results framework, risks,  M&E and resourcing. 
· Possible needs related to revision of the plans and/or implementation and management arrangements (e.g. strategies, approaches, work plans, organizational arrangements, budget and financial management).
· Changes to results chain and/or TOC and results framework (including activities, outputs, outcomes and indicators). 

· Changes to reporting, monitoring and evaluation systems, including internal learning. 
· Changes and updates related to revision of the risk matrix, risk analyses and mitigation measures.

	5. Recommendations
	Recommendations for the consideration of the Supervisory Board and/or Steering Committee (e.g. changes in project objectives, scope and approaches, institutional framework, management processes and mechanisms, and/or resource allocations, risks)

	Annexes
	Possible changes and revisions to the Project Document and its annexes will be approved and updated according to the decisions made by the Supervisory Board and/or Steering Committee. It is possible, however, attach the revised documents to the inception report if this is feasible.  
· Proposed updates to the Project Document and its annexes
· Proposed updates to te Project budget

·  Project Implementation Manual (PIM) and/or Project Administration Manual (PAM).

· Updated logical framework and/orToC, result framework and/or results-chain with a breakdown by annual targets and baseline data
· Updated risks matrix
· Updated analysis, baseline analyses and data

· Updated job descriptions and terms of references

· List of documentation (e.g. detailed baseline surveys, including information on where raw data is stored).


Revised Project Document and the inception report will form the basis for the next work plan. A project implementation manual (PIM) and/or a project administration manual (PAM) may be produced also as a result of the inception phase.

Please note that all changes to Technical Assistance, personnel and management are subject to contract between the Consultant and MFA as well as related procurement process and legislation. 

Use the Manual for Bilateral Programmes Inception Phase Checklist as appropriate.

