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[bookmark: _Toc17203986][bookmark: _Toc22633693]Introduction

The Commonwealth Secretariat (The Secretariat) is an international organisation established by Agreed Memorandum, which is given privileges and immunities under the domestic law of the United Kingdom by the Commonwealth Secretariat Act 1966 (as amended by the International Organisations Act 2005). Under this legislation, the Secretariat is not subject to UK jurisdiction and enforcement. Further information on the Secretariat can be found at: http://thecommonwealth.org/ 

This status has an impact on some of the standard terms and conditions of contract (see appendix 1). In particular, we draw your attention to our dispute resolution clause, which refers disputes to the exclusive jurisdiction of the Commonwealth Secretariat Arbitration Tribunal (CSAT). The 8 members of the Tribunal are selected by the Board of Governors and come from Commonwealth member countries. CSAT is located in London, United Kingdom. Information about CSAT, including its governing statute and procedure are available on its website at http://thecommonwealth.org/tribunal.

The Secretariat implements decisions agreed by 53 Heads of Government and Ministers through advocacy, consensus–building, information sharing, analysis, technical assistance, capacity-building, and advice on policy development.
[bookmark: _Toc17203987][bookmark: _Toc22633694]Purpose

1 
The Secretariat wishes to find and appoint a suitable supplier for the Provision of Services to Redesign the Programme Management Information System (PMIS). The appointed supplier shall be awarded a contract that shall be effective for 6months.

See specification in Section 6 - Specification of Requirements for details of the goods and services (including professional services) required.

1. [bookmark: _Toc526444411][bookmark: _Toc17203988][bookmark: _Toc22633695]Tender Timeline
2 
Please note the following timetable is indicative at the time of going out to tender. This timetable may be subject to change at short notice.




	ACTIVITY
	DATES & TIMES

	Publication of invitation to tender 
	18 01 2020

	Clarification period closes (“Tender Clarifications Deadline”)
	5 PM on 25 01 2020

	Deadline for the publication of Secretariat’s responses to tender clarification questions 
	29 01 2020

	Deadline for submission of Tenders to the ComSec (“Tender Submission Deadline”) 
	Noon on 05 02 2020 

	Notification of shortlisting (including presentation details and evaluation criteria) by
	NOT USED

	Shortlisted tenderers’ presentations
	NOT USED 

	Issue intention to award letters 
	NOT USED

	Estimated award date of contract
	22 02  2020

	Estimated contract start date 
	01 03 2020








[bookmark: _Toc17203989][bookmark: _Toc22633696]Instructions to Tenderers 

3 
Tenderers must submit all documents as set out in Section 7 Part1 – Part 3 no later than the return date of 12:00 (Noon) on 05 02 2020.
The tender documents are to be returned by email only to the Commonwealth Secretariat to:
Email: 	Procurement@commonwealth.int
NOTE: The file must be no more than 25MB per email.
Unless indicated otherwise, all prices should be quoted in Pounds Sterling.  Prices quoted should exclude VAT but must indicate clearly where VAT is applicable and where items might be zero-rated.
The tenderer must ensure that they have all the information required for the preparation of the tender submission and that they are satisfied about the correct interpretation of terminology used in this documentation. The tenderer must also ensure that they are fully conversant with the nature and extent of the obligations should the tender be accepted.
Tenders are to be valid for a minimum of 90 days from the closing date for the submission of the tenders.
The Commonwealth Secretariat reserves the right to cancel the tender at any time during the process and not to award a contract as a result of this procurement process.
The Tender process will be conducted to ensure that responses are evaluated fairly to ascertain the most qualified and economically competitive bids. The Secretariat will use the evaluation criteria described below to determine if the Tenderer qualifies.
Tenderers shall bear all costs in completing a tender submission, including attendance of any presentations required. 
Tenderers shall not disclose details of the ITT to third parties without prior agreement from an authorised officer of the Commonwealth Secretariat. 
Tenderers are required to submit transparent pricing with no hidden costs or charges.
All clarification queries must be in writing submitted by 5pm on 25 01 2020 and only via the email address procurement@commonwealth.int
Prior to commencing formal evaluation, tender responses received will be checked to ensure they are fully compliant with all the instructions of this tender and clarification may be sought with regard to minor non-compliances. Non-compliant Tender Responses may be rejected by the Secretariat without further follow up. Only Tender Responses which are deemed by the Secretariat to be fully compliant will proceed to evaluation. 
The Secretariat will carry out an evaluation of the tender bids using the weighted criteria method as described in sections below. Following all tender evaluation stages the Secretariat will select a preferred tenderer which will be taken forward to contract award. 
By submitting a response, the tenderer is agreeing to be bound by the terms of this ITT and terms and conditions of the Commonwealth Secretariat Terms and Conditions of Contract and the Additional/Alternative clauses (as proposed in Appendix 1)] save as in relation to those areas of the Contract specifically highlighted by completing the Legal Comments Table.
By taking part in this tender all tenderers commit to the following:

· Tenderers certify that they have not canvassed or solicited any officer or employee of the Secretariat in connection with this tender submission and that no person employed or acting on behalf of the tenderer has done any such act. 
[bookmark: _Toc462306996]
· To help achieve greater transparency in how the Secretariat spends public funds and to help deliver better value for money, tenderers acknowledge that should they be successful certain information, except for any information which is exempt from disclosure, will be published on the Secretariat’s procurement website: http://thecommonwealth.org/procurement The information published may include (as an example): contract title, successful tenderer name, duration of contract.

· The CSAT shall have exclusive jurisdiction to settle any dispute or claim that arises out of or in connection with this Procurement (including non-contractual disputes or claims).

[bookmark: _Toc17203991][bookmark: _Toc22633698]Evaluation 
[bookmark: _Toc17203992][bookmark: _Toc22633699]Evaluation – Criteria Weightings 
4 
Quality	40% 
· Technical Questionnaire
Price		60% 

[bookmark: _Toc526444406][bookmark: _Toc17203993][bookmark: _Toc22633700]Evaluation Process 
Part 1: Tenderer Details

The scoring methodology that will be applied is as follows:

Information only – the information provided will not be scored, but failure to provide it may result in the ITT submission being disqualified from the tender process. 
Pass/Fail – as indicated in the invitation to tender
Part 2: Technical Questionnaire Scored – 40% 
The following scoring mechanism will be used to score each question in this section:

	Using a 0 – 5 scoring system:

	0
	Unacceptable Response – No information provided or response does not address the requirement.

	1
	Poor response – The response contains material omissions and / or is supported by limited evidence / examples. Concerns that the organisation does not have the potential to deliver / that they have failed to meet a reasonable standard.

	2
	Fair response – There is adequate detail / supporting examples giving a reasonable level of confidence in the Tenderer’s experience and ability.  The Tenderer appears to have the potential to deliver as required / has met a reasonable standard and there are only minor concerns about the Tenderer’s experience

	3
	Good Response – The level of detail / supporting examples gives a high level of confidence in the Tenderer’s experience and ability.  The Tenderer clearly has the potential to deliver and / or has clearly met an acceptable standard.

	4
	Excellent Response – A comprehensive well evidenced submission, clearly demonstrating expertise and knowledge incorporating some value-added benefits attributes & other points of innovation.  The bid is deemed to offer little risk and fully captures the understanding of the steps involved to deliver aspects of the service which can be related to the question posed, giving a high level of confidence in the Tenderer’s experience and ability.

	5
	Exceptional Response – A comprehensive and exceptionally evidenced submission that substantially exceeds the expectations of the requirement and offers significant additional benefits. Submission clearly demonstrates exceptional expertise and knowledge incorporating value added benefits/ & other points of innovation.  The bid is deemed to offer well identified risks and a mitigation of these put forward and fully captures the understanding of the steps involved to deliver all the aspects of the service and is directly relatable to the question posed, giving an exceptionally high level of confidence in the Tenderer’s experience and ability.





The following formula will be applied for each question:

· Points Scored ÷ Points Available × % weighting
The scores for each of the questions will be added to give a total technical quality score.
Unanswered questions or sections that are left blank shall be awarded a 0. 
No half marks will be awarded.		
Part 3 - Pricing – 60% 
Please refer to the ITT - Pricing Schedule for a full breakdown of the costs required.  The lowest total price bid shall be awarded the full points, all other bids shall be awarded a percentage from the benchmark. E.g. (lowest price/other bid)*weighting = Score.
A worked example of the commercial evaluation model is provided below, using a weighting of 40% as an example.
Score = lowest total cost/tenderer’s total cost x 40 (maximum available marks)
If three responses are received and bidder A has quoted £3,000 as their total price,
Bidder B has quoted £5,000 and Bidder C has quoted £6,000 then the calculation would be as follows:
Bidder A Score = 3000/3000 x 40 (maximum available marks) = 40
Bidder B Score = 3000/5000 x 40 (maximum available marks) = 24
Bidder C Score = 3000/6000 x 40 (maximum available marks) = 20


Part 4 - Presentations

The Price and Technical scores for each tender will be added to obtain a final score to determine the ranking for purposes of shortlisting of tenderers who will be invited to the presentation stage.
[bookmark: _Toc526444413]This presentation stage will be scored separately. The details of the presentation brief, evaluation criteria and weightings will be issued to successful shortlisted tenderers at the time of notification if successful/shortlisted and ahead of the presentation stage. 
[bookmark: _Ref372797423][bookmark: _Toc482625073]Decision to award
Following evaluation of tenders in accordance with the evaluation process set out in this ITT, the tenderer which offers the best value for money tender may be awarded a Contract.
Please note, the successful tenderer will be checked for their Equifax Credit Score.  Should a tenderer fail the credit score, the Secretariat will be entitled to commence negotiations with the second preferred tenderer subject to that tenderer having passed the Equifax Credit Score and so forth. Should the tenderer ranked first decline to accept a Contract, then it will be offered to the next ranked tenderer until it has been accepted.
A Contract award is subject to formal signature by both parties (including the satisfaction of any conditions precedent) providing all pre conditions are met e.g. certificates, statements and other means of proof where tenderers have up to this point relied on self-certification.
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5 [bookmark: _Toc17203994][bookmark: _Toc22633701]Specification of Requirements

Introduction to the Secretariat

The Commonwealth Secretariat (The Secretariat) is an international organisation established by Agreed Memorandum, which is given privileges and immunities under the domestic law of the United Kingdom by the Commonwealth Secretariat Act 1966 (as amended by the International Organisations Act 2005). Under this legislation, the Secretariat is not subject to UK jurisdiction and enforcement. Further information on the Secretariat can be found at: http://thecommonwealth.org/ 

This status has an impact on some of the standard terms and conditions of contract (see appendix 1). In particular, we draw your attention to our dispute resolution clause, which refers disputes to the exclusive jurisdiction of the Commonwealth Secretariat Arbitration Tribunal (CSAT). The 8 members of the Tribunal are selected by the Board of Governors and come from Commonwealth member countries. CSAT is located in London, United Kingdom. Information about CSAT, including its governing statute and procedure are available on its website at http://thecommonwealth.org/tribunal.

The Secretariat implements decisions agreed by 54 Heads of Government and Ministers through advocacy, consensus–building, information sharing, analysis, technical assistance, capacity-building, and advice on policy development.
[bookmark: _Toc493173501]
1. Purpose
The purpose of this section is to outline the terms of reference for the design and development of the User Interface (UI) layer, business logic layer and data access layer of the Commonwealth Secretariat’s Programme Management Information System (PMIS).  

2. Background
The Commonwealth Secretariat executes several programmes and projects across the Commonwealth in support of its member states. We employ a results-based method of programme management to ensure that programmes and their subsequent projects deliver the required outcomes within the defined parameters such as cost, time, risk and benefits realized. To achieve this the Secretariat currently utilizes a legacy windows-based application which we refer to as the Programme Management Information System (PMIS). PMIS was built in house some 10+ years ago with the purpose of effectively utilizing information for project management, decision-making and reporting. It has been modified over the years to meet requirements as they presented themselves and has also been modified over the years to remove unwanted functionality. This has resulted in a system with many unused features and data structures such as unused tables in its database. The system has now become very hard to maintain and has become somewhat of a burden for end users who find its interface quite un-friendly. With that said, the Secretariat has decided that a rebuild or re-design of the system is required. This redesign should include the user interface, the business logic and the underlying data structures and tables which houses the system’s data. The new system should build upon existing artefacts and ideas that exist in the current system and thus the reason the new system would be considered a re-design as opposed to a replacement built from scratch.  The Secretariat envisions that the re-design will result in a web-based system which is scalable and, most importantly, user friendly with a robust data architecture which is built to support the current and future programme management needs of the Secretariat. 



3. Requirements Scope
The scope of requirements for this assignment are:
3.1 To design and develop the user interface (UI) of the re-designed Programme Management Information System (PMIS). The user interface should be lightweight, minimalistic and user friendly.

3.2. To implement the functionality as laid out in the Systems Design document and Functional Specification document attached as an appendix. This will be implemented via the business logic and data access layers.

4. Requirements Detail
The detailed requirements of work to be done is as followed:

1. Produce wireframe prototype of the UI for all sections and pages of PMIS in accordance with the Systems Design Documentation and Screen Flow Diagram which are attached as appendices to this document. 
a. The prototypes must be designed in a way to act as the view layer of a Model View Controller (MVC) architecture.
b. The wire frame design should be signed off at each stage by the secretariat and should be done in the following chronological order representing each stage:
i. Login Page
ii. Strategic Plan and Budget Creation and Maintenance Pages
iii. Programme Creation and Maintenance Pages
iv. Programme Appraisal and Approval Pages
v. Project Creation and Maintenance Pages
vi. Project Appraisal and Approval Pages
vii. Programme Monitoring Pages
viii. Project Monitoring Pages
ix. Project Closure and Evaluation pages
x. Reporting Pages and Dashboards
xi. Admin Pages

2. Produce functional prototype for all sections and pages of PMIS in accordance with the wireframe design produced and in accordance with the Functional Specifications.
a. The prototype must incorporate the business logic and data access layers of the MVC architecture which will then represent the finished product.
b. The prototype should be signed off at each stage by the secretariat and should be done in the following chronological order representing each stage:
i. Login Page
ii. Strategic Plan and Budget Creation and Maintenance Pages
iii. Programme Creation and Maintenance Pages
iv. Programme Appraisal and Approval Pages
v. Project Creation and Maintenance Pages
vi. Project Appraisal and Approval Pages
vii. Programme Monitoring Pages
viii. Project Monitoring Pages
ix. Project Closure and Evaluation pages
x. Reporting Pages and Dashboards
xi. Admin Pages

3. Produce documentation of the prototypes which may be used by subsequent developers to modify or maintain the MVC architecture.
a. The documentation should be as comprehensive as possible with all relevant details which would be required to properly maintain the product.

4. The prototype and finished product should be developed using a subset of the following technologies only:
a. C#.NET
b. JavaScript
c. HTML5
d. SQL/Entity Framework

5. Appendices
1. Screen Flow Diagram
2. Role Permissions
3. Functional Requirements Document
4. Systems Design Document
5. User Roles

6. Payments
Payments will be made in upon delivery of work packages within the project as specified below, and upon receipt of the Secretariat’s written approval of all agreed deliverables and upon submission of a compliant invoice. All invoices will be sent to accountspayable@commonwealth.int

	Description
	Payment
	Time Frame

	a. Application Build
	
	UX Layer
	Functional Layer 

	1. Login Page/functionality (with Single Sign-on with Azure AD)
2. Strategic Plan and Budget Creation and Maintenance Pages
	10%
	5 days
	10 days

	3. Programme Creation and Maintenance Pages
4. Programme Appraisal and Approval Pages
	40%
	5 days
	10 days

	5. Project Creation and Maintenance Pages
6. Project Appraisal and Approval Pages
	
	5 days
	10 days

	7. Programme Monitoring Pages
8. Project Monitoring Pages
	40%
	10 days
	15 days

	9. Project Closure and Evaluation pages
10. Reporting Pages and Dashboards
	
	5 days
	10 days

	11. Admin Pages
12. User Roles and Permissions
	10%
	5 days
	5 days


7. Contract Manager
The contract manager from the Commonwealth Secretariat will be the Adviser, Data and Business Systems, ICT Section.


Appendix 1
(Screen Flow Diagram)


File: 




Appendix 2
(Role Permissions)



File: 


Appendix 3
(Functional Requirements)



[bookmark: _MON_1669192192]File: 


Appendix 4
(Systems Design)



[bookmark: _MON_1669192227]File: 


















Appendix 5
(User Roles)

	Role Name
	Role Description

	Browser
	Read-only and access to non-confidential reports.

	System Administrator
	Manages all centralised data that cuts across Divisions. 

	Division Director
	Responsibility for a Division's portfolio of work.

Responsibility for managing the approved budgets by allocating budgets to Programmes and Divisions and inactivating obsolete Programmes budgets and funds.

	Project Manager
	Officer responsible for project specific portfolio of work.

	Appraiser
	Officer responsible for appraising a programme project within PMIS.

	Senior Director
	Responsible for a Directorate portfolio of work

	Programme Manager
	Officer responsible for programme specific portfolio of work.

	Coordinator
	Officer within a Directorate or Division with delegated responsibility for specific tasks associated with a Directorate's or Division's portfolio of work. These include authorisations, financial functions and management tasks

	Secretary General Group
	Secretary General, Deputy Secretary General and Assistant Secretary General

	Programme Board
	Composed of members of other groups with responsibility to review/approve programmes

	Portfolio Manager
	Officer with responsibility for supporting all programmes/projects across the organisation and for managing the portfolio 

	Risk Manager
	Officer with responsibility for organisational risk management

	Partnerships Manager
	Officer with responsibility for managing the partnerships/organisations database








1.1 
1.2 
6 [bookmark: _Toc17203997][bookmark: _Toc22633702]Tender Submission Documents (ref:538-2021)
Note - Tenderers must complete and return all tender submission documents below:

Part 1 – Tenderer Details 
Part 2 – Technical Questionnaire 
Part 3 – Pricing
[bookmark: _Toc17203998][bookmark: _Toc22633703]Part 1 – Tenderer Details

7 
Please provide details relating to your registered offices, legal status and date of incorporation;

	Company Name
	
	
	Company Registration Number[footnoteRef:1] [1:  Unique Tax Reference (UTR) number or equivalent (if outside UK) if applying as Sole Trader] 

	

	Company Address
	
	
	Date of incorporation
	

	Post Code
	
	
	

	

	
	
	
	
	

	Contact Name
	
	
	Job 
Title
	

	Telephone
	
	
	Email
	

	
REFERENCES
Please provide the contact details of three reference clients (who you have worked with within the last 18 months). The referees will not be contacted until the final stage of the tender process. Please provide references from similar international organisations and/or public sector bodies if possible. Prior to award, the Secretariat may wish to take up references without further communicating this request to the Tenderer.

	

	
	
Reference 1
	
Reference 2

	Company Name 
	
	

	Contact Name
	
	

	Company Address 
	
	

	Dates of engagement
	
	

	Summary description of the services provided 

	
	

	Telephone
	
	

	Email address
	
	










1.1 Terms and Conditions

Please delete ‘Yes’ / ‘No’ as applicable.

	(a)
	Please confirm that your organisation agrees to the Commonwealth Secretariat’s proposed Contract Terms and Conditions as set out in Appendix 1. If not, please state reasons (and/or complete the Legal Comments table below): 
	Yes/No 



By submitting a response, the tenderer is agreeing to be bound by the terms of this ITT and the Secretariat’s Terms and Conditions of Contract and in relation to those areas of the Contract specifically highlighted below. As such, if the proposed alternative terms in Appendix I renders proposals in the tenderer’s response unworkable, the tenderer must submit full details of the unworkable/unacceptable provisions by completing the Legal Comments Table:
[bookmark: _Toc17204005][bookmark: _Toc17305328][bookmark: _Toc22633704]Legal Comments table

	Clause/Paragraph /Schedule

	Summary of Issue
	Suggested Revisions

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	




1.2 Code of Ethics

Please delete ‘Yes’ / ‘No’ as applicable.

	(a)
	Please confirm that your organisation agrees to and has signed, dated and attached the Code of Ethics (see Appendix 2) 

	Yes/No 




1.3 Non-Disclosure Agreement

Please delete ‘Yes’ / ‘No’ as applicable.

	(a)
	Please confirm that your organisation agrees to and has signed, dated and attached the Non-Disclosure Agreement (Appendix 4)

	Yes/No 




1.4  Insurance requirements [pass/fail]

The appointed supplier will be required to maintain appropriate levels of insurance in a number of areas and supply copies of relevant policies as appropriate.    Please complete the enclosed table.

	Area
	Level of cover expected
	Level of cover currently held
	Level of cover to be provided 
	Further details/limitations in liability cap incl. amounts

	Public liability
	£10m
	
	
	

	Employer’s liability
	£5m
	
	
	

	Professional Indemnity
	£1m
	
	
	



Please note that the insurance cover detailed above needs to be in place before activities commence in pursuance of the services required and will not be considered as part of the costs under the contract between the Secretariat and the selected supplier.

1.5 Employment and Human Rights [pass/fail]

For organisations working outside of the UK please refer to equivalent legislation in the country that you are located. Please delete ‘Yes’ / ‘No’ as applicable.

	(a)
	In the last three years, has any finding of unlawful discrimination been made against your organisation by an Employment Tribunal, an Employment Appeal Tribunal or any other court (or in comparable proceedings in any jurisdiction other than the UK)?

	Yes/No

	(b)
	In the last three years, has your organisation had a complaint upheld following an investigation by the Equality and Human Rights Commission or its predecessors (or a comparable body in any jurisdiction other than the UK), on grounds or alleged unlawful discrimination?  

If you have answered “yes” to one or both of the questions, please provide, as a separate Appendix, a summary of the nature of the investigation and an explanation of the outcome of the investigation to date.

If the investigation upheld the complaint against your organisation, please use the Appendix to explain what action (if any) you have taken to prevent unlawful discrimination from reoccurring. You may be excluded if you are unable to demonstrate to The Commonwealth’s satisfaction that appropriate remedial action has been taken to prevent similar unlawful discrimination reoccurring.

	Yes/No

	(c)
	If you use sub-contractors, do you have processes in place to check whether any of the above circumstances apply to these other organisations?
	Yes/No/
NA



1.6 Environmental Legislation [pass/fail]

For organisations working outside of the UK please refer to equivalent legislation in the country that you are located. Please delete ‘Yes’ / ‘No’ as applicable.

	(a)
	Has your organisation been convicted of breaching environmental legislation, or had any notice served upon it, in the last three years by any environmental regulator or authority (including local authority)? 

If your answer to this question is “Yes”, please provide details in a separate Appendix of the conviction or notice and details of any remedial action or changes you have made as a result of conviction or notices served. The Secretariat will not select Tenderers that have been prosecuted or served notice under environmental legislation in the last 3 years, unless The Commonwealth is satisfied that appropriate remedial action has been taken to prevent future occurrences/breaches.

	Yes/No 


	(b)
	If you use sub-contractors, do you have processes in place to check whether any of these organisations have been convicted or had a notice served upon them for infringement of environmental legislation?

	Yes/No/
NA 




1.7 Health and Safety legislation [pass/fail]

For organisations working outside of the UK please refer to equivalent legislation in the country that you are located. Please delete ‘Yes’ / ‘No’ as applicable.

	(a)
	Please self-certify that your organisation has a health and safety policy that complies with current legislative requirements.  Please provide a copy.

	Yes/No

	(b)
	Has your organisation or any of its Directors or Executive Officers been in receipt of enforcement/remedial orders in relation to the Health and Safety Executive (or equivalent body) in the last 3 years? 

If your answer to this question was “Yes”, please provide details in a separate Appendix of any enforcement/remedial orders served and give details of any remedial action or changes to procedures you have made as a result. The Secretariat will exclude Tenderer(s) that have been in receipt of enforcement/remedial action orders unless the Tenderer(s) can demonstrate to The Commonwealth’s satisfaction that appropriate remedial action has been taken to prevent future occurrences or breaches.     

	Yes/No 


	(c)
	If you use sub-contractors, do you have processes in place to check whether any of the above circumstances apply to these other organisations?
	Yes/No/
NA





1.8 [bookmark: _Toc526423154][bookmark: _Toc526444432] Policies/Accreditations [pass/fail]

	Policies & Accreditations

	Yes/ No/ N/A

	Please confirm you have a GDPR policy in place, provide details below and submit a copy of it as part of your tender response. 
	

	Insert answer here
	

	Please confirm that your company (and any of your Employees involved in the provision of the Services), if successful, would comply with all requirements under the DPA including the GDPR.

	

	Insert answer here
	

	Please confirm you have employee vetting policies and procedures in place and provide details below.
	

	Insert answer here
	

	Insert answer here
	



1.9  Experience [pass/fail]

	Experience

	Yes/ No/ N/A

	Provide details of three clients where you have provided similar services

	

	Insert answer here
	



1.10 TURNOVER/FINANCIAL STABILITY (PASS/FAIL)

Please provide details of your audited annual turnover over the past two years:

	Previous Year
	

	Year 2
	



Please note, the successful bidder will also be checked for their Equifax Credit Score.  Should the bidder fail the credit score, the Secretariat will be entitled to commence negotiations with the second preferred bidder subject to that bidder having passed the Equifax Credit Score and so forth.

[bookmark: _Toc17204000][bookmark: _Toc22633705]1.11 COMMERCIALLY SENSITIVE INFORMATION – for completion by Tenderers


	TENDERER’S COMMERCIALLY SENSITIVE INFORMATION
	POTENTIAL IMPLICATION OF DISCLOSURE
	DURATION OF COMMERCIAL SENSITIVE INFORMATION

	
	


	

	
	


	

	
	


	

	
	


	


Part 2 – Technical Questionnaire (40%)

Please answer all questions in the spaces provided. Do not attach documents or appendices. 

	Number 
	Question 
	Question Weighting

	1
	Past Projects

In no more than 1,000 words, please describe three recent development projects that you have completed and successfully delivered.
 
Provide build start/completion dates and screenshot or demos if possible. 
	5%

	
Insert your answer here


	2
	Approach to Rapid Development and Deployment

In no more than 1,000 words, please describe (supplying real life examples) your approach to agile development of a given product with a limited time frame. Focusing on your approach to task prioritisation in a modular framework. 

Please include meaningful examples of both successes and failures.
	10%

	
Insert your answer here


	3
	Resourcing 
In no more than 1,000 words, please describe your organisation, including staff numbers, their roles and a breakdown and your client base, etc.
 
	5%

	
Insert your answer here

	4
	UX 

In no more than 1,000 words, please describe how you would approach this project to deploy a rich and striking user interface that is responsive in both mobile and web based environments.

Give a detailed timeline and detail the functions of the team members
	10%

	
Insert your answer here


	 6
	Design 

In no more than 1,000 words, please describe how you would implement a Model View Controller (MVC) design to deliver phased releases at critical points in the timeline and beyond for future developments.

How would this MVC design “future proof” the application for additional developments over the application’s life span? 
	10%

	
Insert your answer here





[bookmark: _Toc17204001][bookmark: _Toc22633706]Part 3 – Pricing (60%)
Please complete the attached Pricing Schedule 

	DESCRIPTION  (Development of UX and Functional Layer)
	TOTAL PRICE BREAKDOWN   (EXCLUDING VAT) 

	1. Login Page/functionality (with Single Sign-on with Azure AD)
2. Admin Pages
3. User Roles and Permissions
4. Reporting Pages and Dashboards
	

	5. Strategic Plan and Budget Creation and Maintenance Pages
6. Programme Creation and Maintenance Pages
7. Programme Appraisal and Approval Pages
8. Programme Monitoring Pages
	

	9. Project Creation and Maintenance Pages
10. Project Appraisal and Approval Pages
11. Project Monitoring Pages
12. Project Closure and Evaluation pages
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When you have completed the ITT, please ensure that:

· You have answered all the questions;
· You have provided all supporting documentation requested; and
· You have read and signed the undertaking below.

A Partner, Director or authorised signatory, in his/her own name, on behalf of the Bidder must sign the declaration.

I certify that the information supplied is accurate to the best of my knowledge and that I accept the conditions and undertakings requested in the ITT. I understand and accept that false information could result in rejection of the application to be selected to take part in the ITT process.  I confirm that neither myself nor any of my colleagues are related to any Secretariat member of staff (includes but not limited to spouse, parent, grandparent, child, grandchild, or sibling) or have any known conflicts of interest that have been undeclared as part of this ITT process.

By signing and returning this letter, I/we confirm that I/we have not in relation to this opportunity or the ITT:

a. Entered into any agreement with any other person with the aim of preventing bids being made or as to the fixing or adjusting of the amount of any bid or the conditions on which any bid is made or the elements or contents of any bid;
b. Informed any other person, other than the Commonwealth Secretariat of any confidential information in relation to the project, except where disclosure, in confidence, was necessary for the purposes of preparing the ITT;
c. Caused or induced any person to enter into such an agreement as is mentioned in paragraphs (a) and (b) above;
d. Committed any offence under applicable anti-bribery or anti money laundering laws and/or regulations;
e. Offered or agreed to pay, give or accept any sum of money, inducement or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to be done, in relation to any proposed bid, any act or omission;
f. Offered or agreed to pay, give or accept any sum of money, inducement or valuable consideration directly or indirectly to any person bidding for the ITT, or from any person in relation to this project; or
g. Agreed to undertake work or services for any other person in connection with the project.
Either - I/ we know of no conflict of interest which, if came to be known, would prohibit my firm/me from carrying out this work [or] I would like to declare the following conflict/s of Interest (please list).  

	







Declaring any conflicts of interest does not automatically mean your firm’s exclusion from this ITT process. If you believe the conflicts do not materially affect your ability to deliver this project should your firm be successful, please explain how the conflicts will be managed.

In this ITT the word "person" includes any person, body or association, corporate or incorporated and "agreement" includes any arrangement whether formal or informal and whether legally binding or not.

	Signed:

	

	Name:
	

	Telephone No:
	

	Email address:
	

	Position/Status in the organisation:
	

	Date:
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Appendix 2 - Code of Ethics
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To be completed by any Tenderer that intends to rely upon the financial standing or technical ability of a parent or other group company as part of its Tender submission.

"We confirm that the Tenderer has relied upon the financial information of [INSERT NAME OF PARENT/ GROUP COMPANY] in completing the information in "Financial Information".

We confirm that if the Tenderer is successful and is awarded a Contract by the Commonwealth Secretariat, [INSERT NAME OF PARENT/ GROUP COMPANY] will, upon demand, provide a performance and financial guarantee in respect of the contract between the Commonwealth Secretariat and the Tenderer in such form as may be required by the Commonwealth Secretariat."  



	Signed for and on behalf of the Parent/ Group company:


	Signed:
	


	Name:
	

	Telephone No:
	

	Email address:
	

	Position/Status in the Organisation:
	

	Organisation's name:
	

	Organisation's address:




	

	Date:
	












[bookmark: _Toc473901695][bookmark: _Toc526444442]Appendix 4 – Non-Disclosure Agreement

Non-Disclosure Agreement

DATE: []

PARTIES:

(1) 	The Commonwealth Secretariat, an international organisation based at Marlborough House, Pall Mall, London SW1y 5HX (the “Secretariat”); and

(2) 	[NAME], [Limited] (whose registered offices are: ADDRESS) registration number [insert] (the “Recipient”).

AGREEMENT:

1.	Definitions

	In this Agreement:
“Agreement” means this non-disclosure agreement and any amendments to it from time to time;
“Terms and conditions for goods and services” means the terms and conditions of Framework Agreement RM3745 and Alternative/Additional Commonwealth Secretariat’s clauses as specified in Appendix I of the Invitation to Tender which would form a part of the contract with the Recipient;
“Confidential Information” means:

(a) 	any information disclosed by the Secretariat to the Recipient before the end of the Term (whether disclosed in writing, orally or otherwise) that at the time of disclosure: (i) was marked as “confidential”; or (ii) should have been reasonably understood by the Recipient to be confidential; and

(b) 	[specify other confidential information here]; and

“Term” means the term of this Agreement.

2.	Term

	This Agreement will come into force on the date of its execution and will continue in force indefinitely, unless and until terminated in accordance with Clause [4].

3.	Confidentiality obligations

3.1	The Recipient agrees and undertakes:

(a)	that it will keep all Confidential Information strictly confidential and will not disclose any part of it to any other person without the Secretariats prior written consent;

(b)	that it will use the same degree of care to protect the Confidential Information as it uses to protect its own confidential information of a similar nature, being at least a reasonable degree of care; and

(c)	that it will act in good faith at all times in relation to the Confidential Information.

3.2	Notwithstanding Clause 3.1(a), the Recipient may disclose the Confidential Information to its officers and employees who are bound by a written agreement to protect the confidentiality of the Confidential Information.

3.3	This Clause 3 imposes no obligations upon the Recipient with respect to Confidential Information which:

(a)	is known to the Recipient before disclosure by the Secretariat, and is not subject to any obligation of confidentiality; or

(b)	is or becomes publicly known through no act or default on the part of the Recipient.


4.	Termination

4.1	Either party may terminate this Agreement forthwith at any time by giving written notice of termination to the other party.

4.2	Upon and following termination of this Agreement:

(a)	Clause 5.3 shall continue to apply; and

(b)	the provisions of Clause 3 shall continue to apply in relation to Confidential Information disclosed before the end of the Term.

4.3	Termination of this Agreement will not affect either party's accrued rights as at the date of termination.

4.4	Subject to Clauses 4.2 and 4.3, upon termination, all the provisions of this Agreement will cease to have effect.

5.	General

5.1	If a Clause of this Agreement is determined to be unlawful and/or unenforceable, the other Clauses of this Agreement will continue in effect.

5.2	This Agreement may not be varied except by a written document signed by or on behalf of each of the parties.

5.3	Neither party may without the prior written consent of the other party assign, transfer, charge, license or otherwise dispose of or deal in this Agreement or any rights or obligations under this Agreement.

5.4	This Agreement is made for the benefit of the parties, and is not intended to benefit any third party or be enforceable by any third party. The rights of the parties to terminate, rescind, or agree any amendment, waiver, variation or settlement under or relating to this Agreement are not subject to the consent of any third party.

5.5	Nothing in this Agreement shall exclude or limit any liability of a party for fraud or fraudulent misrepresentation, or any other liability which may not be excluded or limited under applicable law. Subject to this, this Agreement constitutes the entire agreement between the parties in relation to the subject matter of this Agreement, and supersedes all previous agreements, arrangements and understandings between the parties in respect of that subject matter.

5.6	This Agreement will be construed in accordance with the laws of England; and the Commonwealth Secretariat Arbitral Tribunal will have exclusive jurisdiction over any claim or matters arising under or in connection with this agreement subject to the provisions on jurisdiction in the Statute of that Tribunal. 

6. Terms and conditions for goods and services

6.1	This Agreement is in support of and does not replace terms and conditions of Framework Agreement RM3745 and Alternative/Additional Commonwealth Secretariat’s clauses as specified in Appendix I of the Invitation to Tender. 

The Recipient indicates their acceptance of this Agreement by executing it below.


Date:

SIGNED by [] 
duly authorised for and on behalf of the Recipient


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

Date:
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A. Purpose

The purpose of this document is to outline the updated functional specification of the Commonwealth Secretariat’s Programme Management Information System (PMIS) which will be re-designed to replace the existing system.





B. Background



The Commonwealth Secretariat executes several programmes and projects across the Commonwealth in support of its member states. We employ a results-based management approach to ensure that our services and products deliver the required outcomes within the defined parameters such as cost, time, and risk. To achieve this the Secretariat currently utilizes a legacy windows-based application which we refer to as the Programme Management Information System (PMIS). PMIS was built in house some 10+ years ago with the purpose of gathering and utilizing information relevant project management, decision-making and reporting. It has been modified over the years to meet requirements as they presented themselves and to remove unwanted functionalities. This has resulted in a system with many unused features and data structures such as unused tables in its database. The system has now become very hard to maintain and has become somewhat of a burden for end users who find its interface quite un-friendly. With that said, the Secretariat has decided that a rebuild or re-design of the system is required. This redesign should include the user interface, the business logic and the underlying data structures and tables which houses the system’s data. The new system should build upon existing artefacts and ideas that exist in the current system and thus the reason the new system would be considered a re-design as opposed to a replacement built from scratch.  The Secretariat envisions that the re-design will result in a web-based system which is scalable and, most importantly, user friendly, with a robust data architecture to support the current and future programme management and reporting needs of the Secretariat. 





C. Requirements Scope

The requirements scope includes the 3 major components of the system as modelled after the Model View Controller (MVC) architecture of web development:



1. The System’s User Interface (UI) layer which will be used by the end user to navigate and interact with the system.

2. The System’s Logic layer which will execute the business logic associated with the business processes and procedures which govern the system.

3. The System’s Data Access and Data Model Layer which holds the System’s data in a relational database fit for purpose and allows access to this data via the UI layer as required.





D. User Interface Requirements

The user interface should be web based, lightweight, minimalistic, user friendly and should capture all required data points. The interface should be developed using modern web technologies such as C#, .NET, PHP, Angular, Boot Strap, JavaScript or HTML. 



Summarized list of user interface requirements:



1. User interface should be web based.



2. User interface should mirror top-level menu design provided by the Strategy, Portfolio, Partnerships and Digital Division (SPPDD).



3. User interface should be minimalistic and clutter free.



4. User interface should be customizable to user role and  allow user to enter as least inputs as possible.	Comment by Marshall Kissoon, Katherine: Do we need to say customizable to user role? So more intuitively responsive to user needs

The details of the menu structure, page structure and tab structure are defined in the following documents:



1. PMIS Re-Design - Systems Design Specification

2. PMIS Screen Flows

*Copies of these documents are attached electronically in the appendices section.





E. Functional Requirements

The functional requirements and general business logic are captured in the steps that proceed:



2.1 Create Strategic Plan: 



1. Strategic Plan is created in PMIS by user with role “System Administrator”

a. This includes the creation and updating of impact pathways, Outcomes, Indicators and Outputs

b. PMIS Outcome codes are pushed to CODA. (Interface Point - Reference Interface Specification Document)

c. Process is executed once every 4 years at the start of the strategic plan

d. Strategic plan budget at Outcome code level is pulled from CODA once entered. (Interface Point - Reference Interface Specification Document)

i. Process executed once at the start of the financial year	Comment by Marshall Kissoon, Katherine [2]: c. and e. are saying different things. the frame work is established at the start of the strategic period but the contents (indicators especially) can be updated as frequently as needed to reflect design updates in programmes. 

ii. Process is required to be ran again during the financial year when budget changes occur in CODA as a result of programme re-designs	Comment by Marshall Kissoon, Katherine: This function is not affected by budgets changes but may be affected by programme redesigns (as comment above)







2.2 Create Programme:



2. Programme is created and all details added as mentioned in the Systems Design Document and Screen Flow Diagram by users with role “Programme Manager”.

a. Programme may be created via the user entering data in the PMIS web interface or the user uploading data via an excel template or possibly a word template.	Comment by Marshall Kissoon, Katherine: Or ‘Word’

b. The Programme State is set to “Unappraised Programme”

c. The Directorate of a Programme is inherited from the Directorate of the user who created it as this will represent the Lead Directorate. 

i. It is a possibility that a programme may have other sub directorates related to it other than the lead directorate but may have only 1 lead directorate.

d. Risk Management is documented only at Programme level and risks which are marked as “divisional risks” are pushed/synced to the Divisional Risk Register System. (Interface Point - Reference Interface Specification Document)

e. Resource Planning will be done as a part of Programmer Creation and requires that certain information be pulled from Open HR on a real-time basis. (Interface Point - Reference Interface Specification Document)

f. Allocated Programme Budget requires that financial information in pulled from CODA (Interface Point - Reference Interface Specification Document)



3. Programme is Submitted for Appraisal

a. A check is done to validate that all data required for Programme Appraisal has been entered.	Comment by Marshall Kissoon, Katherine: Also required at programme design and PCN stages.

b. Appraisal is carried out by users with role “Appraiser”.

c. Email notification is sent to users with this role informing them that an appraisal is pending

d. The email has a link that when clicked takes the Appraiser to the Appraisal screen of the specified programme once the user is authenticated in the PMIS system.

e. The appraisal is completed in accordance with the details specified in the Systems Design document and the Screen Flow diagram

f. The Appraiser completes the appraisal using supplied appraisal checklist and assigns a result or finding.	Comment by Marshall Kissoon, Katherine: For the appraiser and approver at this stage, they can extract a Word based download of the programme design; and provide comments in the document.

g. If the Appraiser rejects the programme design it is sent back to the Programme Manager who created the Programme with comments from the Appraiser



4. If the Appraisal finding is positive the Programme is then submitted for Approval.

a. The Programme State is changed to “Appraised Programme”

b. An email is sent to the users in PMIS with the role of  “Programme Board” to request Programme Approval.	Comment by Marshall Kissoon, Katherine: Another point still to be determined. If not the Programme Board this approval will go to Senior Director of the Lead Directorate that owns the programme

c. The email has a link that when clicked takes the approver to the approval screen of the specified programme once the user is authenticated in the PMIS system.

d. The approval completed in accordance with the details specified in the Systems Design document and the Screen Flow diagram

e. If the Approver rejects the programme design it is then sent back to the “Programme Manager” who created it.



5. If the Approval is completed successfully the following occurs:

a. Programme Code is pushed to CODA and an email in sent to the appropriate person in Finance to “Activate” the code. (Interface Point - Reference Interface Specification Document)

b. Programme State is changed to “Active Programme”

c. Email is sent to “Programme Board”, “Programme Manager” “Appraiser” and CODA, with the notification that the Programme has been approved.

d. The email contains a link to the Programme Design in PMIS and a copy of the Programme Approval Memo.

2.3 Create Project (in PCN State):



6. Project is created and all details added as mentioned in the Systems Design Document and Screen Flow Diagram by user with role “Project Manager”.

a. Project may be created via the user entering data in the PMIS web interface or the user uploading data via an excel template or possibly a word template.	Comment by Marshall Kissoon, Katherine: Or Word

b. Project Manager may enter all data required for a complete project creation or they may only enter data required for a Project Concept Note (PCN).

c. Only data required for a Project Concept Note (PCN) is mandatory at this point and all other data are optional.

d. The Project State is set to “Unappraised PCN”

e. The Directorate of a Project is inherited from the Directorate of the user who created it and is used as the lead directorate.

i. It is a possibility that a project may have other sub directorates related to it other than the lead directorate but may have only 1 lead directorate.



7. Project is Submitted for Appraisal

a. A check is done to validate that all data required for Project Appraisal has been entered.	Comment by Marshall Kissoon, Katherine: Also required at programme design and PCN stages.

b. Project Manager is presented with an option to submit the Project for Appraisal as a “PCN” or as a “Project”.	Comment by Marshall Kissoon, Katherine: I am not sure that this option is necessary. Would prefer that the system decides. Let’s discuss…

c. If the Project Manager submits for appraisal as a PCN then the flow continues to the next point below but if the Program Manager submits for appraisal as a “Project” then the flow jumps point 13.

d. Appraisal is carried out by users with role “Appraiser”.

e. Email notification is sent to users with this role and who are members of the lead directorate informing them that an appraisal is pending	Comment by Marshall Kissoon, Katherine: Note that the notification will depend on the user role and the Directorate – so only appraisers within the relevant Directorates. We need a rule to exclude some appraisers.

See 8 b rule below

f. The email has a link that when clicked takes the Appraiser to the Appraisal screen of the specified project once the user is authenticated in the PMIS system.

g. The appraisal is completed in accordance with the details specified in the Systems Design document and the Screen Flow diagram

h. If the Appraiser rejects the PCN it is sent back to the Project Manager who created the Project with comments from the Appraiser	Comment by Marshall Kissoon, Katherine: See comment above about allowing for in-document commenting in addition to the provisions on system.



8. If the Appraisal is completed successfully the Project is then submitted for Approval.

a. The Project State is changed to “Appraised PCN”

b. An email is sent to the users in PMIS with the role of “Senior Director” and whose directorate is the same as the “Project Manager” requesting Approval.

c. The email has a link that when clicked takes the approver to the approval screen of the specified project once the user is authenticated in the PMIS system.

d. The approval is completed in accordance with the details specified in the Systems Design document and the Screen Flow diagram

e. If the Approval is rejected it is then sent back to the “Project Manager” who created the Project.



9. If the Approval is completed successfully the following occurs:

a. Project State is changed to “Approved PCN”

b. Email is sent to “Project Manager” and “Appraiser” notifying them that the Project has been approved in PCN State.

c. The email contains a link to the Project Details in PMIS.



2.4 Create Project (in Final State):



10. A Project in the state “Approved PCN” is modified to include all the additional details which were left out as optional when the PCN was created. 

a. Data previously optional when project was in state “Unappraised PCN” now become mandatory. 

b. These additional details include the project Outputs and Activities which will in turn generate activity codes.



11. Project is Submitted for Appraisal

a. A check is done to validate that all data required for Project Appraisal has been entered.	Comment by Marshall Kissoon, Katherine: Also required at programme design and PCN stages.

i.  If all data required for project appraisal has not been entered then the user is prompted to notify them as such, the missing data fields/tabs are highlighted, and the user is unable to submit the Project for appraisal.

ii. If all data required for project appraisal has been entered then user is able to proceed to next step.

b. The Project State is set to “Unappraised Project”

c. Appraisal is carried out by users with role “Appraiser” and who are members of the lead directorate of the project.	Comment by Marshall Kissoon, Katherine: May be designated.

d. Email notification is sent to users with this role informing them that an appraisal is pending

e. The email has a link that when clicked takes the Appraiser to the Appraisal screen of the specified project once the user is authenticated in the PMIS system.

f. The appraisal is completed in accordance with the details specified in the Systems Design document and the Screen Flow diagram

g. If the Appraiser rejects the Project it is sent back to the Project Manager who created the Project with comments from the Appraiser



12. If the Appraisal is completed successfully the Project is then submitted for Approval.

a. The Project State is changed to “Appraised Project”

b. An email is sent to the users in PMIS with the role of “Senior Director” and whose directorate is the same as the “Project Manager” requesting Approval.

c. The email has a link that when clicked takes the approver to the approval screen of the specified project once the user is authenticated in the PMIS system.

d. The approval is completed in accordance with the details specified in the Systems Design document and the Screen Flow diagram

e. If the Approval is rejected it is then sent back to the “Project Manager” who created the Project.



13. If the Approval is completed successfully the following occurs:

a. Project State is changed to “Active Project”

b. Email is sent to “Senior Director” ,“Project Manager” and “Appraiser” notifying then that the Project has been approved.

c. The email contains a link to the Project Details in PMIS and a copy of the Project Approval Memo.

d. The project Code, Project Budget and Activity codes are pushed to CODA in an automated manner.  (Interface Point - Reference Interface Specification Document)



2.5 Monitor Programme



14. Users with role “Programme Manager” and ‘’Coordinator’’ can monitor Programmes which are within their Directorate.

a. The monitoring of Programmes takes place in accordance with the data point requirements outlined in the System Design Document and the Screen Flow Diagram.

b. Additional Business Logic of Monitoring will be defined in a separate document



2.6 Monitor Project



15. Users with role “Project Manager”, “Programme Manager” and ‘’Coordinator’’ can monitor Projects which are within their Directorate.

a. The monitoring of Projects takes place in accordance with the data point requirements outlined in the System Design Document and the Screen Flow Diagram.

b. Additional Business Logic of Monitoring will be defined in a separate document





2.7 Spend Monitoring



16. Spend is pulled in from an internal system to PMIS (Interface Point - Reference Interface Specification Document)

a. Spend may be pulled at activity code level from CODA and matched with Activities in PMIS and then rolled up to Output Code, Outcome Code , Project Code and Programme Code levels.

or

b. Spend may be pulled at Project level from management accounts data so that there is always coherence between PMIS spend analysis and management accounting	Comment by Marshall Kissoon, Katherine: Reviewed or reported against 



2.8 User Roles

Table 1.0 below defines the user roles which are required by the PMIS system and a description of their Purpose. 

The permissions that each of these roles possess is documented is a document titled “Role Permissions” which is included in the appendices section of this document.



		Role Name

		Role Description



		Browser

		Read-only and access to non-confidential reports.



		System Administrator

		Manages all centralised data that cuts across Divisions. 



		Division Director

		Responsibility for a Division's portfolio of work.

Responsibility for managing the approved budgets by allocating budgets to Programmes and Divisions and inactivating obsolete Programmes budgets and funds.



		Project Manager

		Officer responsible for project specific portfolio of work.



		Appraiser

		Officer responsible for appraising a programme project within PMIS.



		Senior Director

		Responsible for a Directorate portfolio of work



		Programme Manager

		Officer responsible for programme specific portfolio of work.



		Coordinator

		Officer within a Directorate or Division with delegated responsibility for specific tasks associated with a Directorate's or Division's portfolio of work. These include authorisations, financial functions and management tasks



		Secretary General Group

		Secretary General, Deputy Secretary General and Assistant Secretary General



		Programme Board

		Composed of members of other groups with responsibility to review/approve programmes



		Portfolio Manager

		Officer with responsibility for supporting all programmes/projects across the organisation and for managing the portfolio 



		Risk Manager

		Officer with responsibility for organisational risk management



		Partnerships Manager

		Officer with responsibility for managing the partnerships/organisations database





Table 1.0









F. Data Model Requirements

The data model / database must be designed to adequately and efficiently house all data requirements of PMIS and must be fit for purpose with no unnecessary data structures included.  It must also be built in a way that is scalable and allows for growth into more complex structures as the product matures.



The data requirements are outlined in the following documents:



1. PMIS Re-Design - Systems Design Specification

2. PMIS Screen Flows

*Copies of these documents are attached electronically in the appendices section.





G. System Interface Requirements



[bookmark: _Toc137351825][bookmark: _Toc366769221]PMIS exchanges data with the following systems:



1. CODA - (The Secretariat’s Financial System)

a. Budget and spend data



2. OpenHR – (The Secretariat’s Human Resource System)

a. Human Resource planning data



3. Divisional Risk Register (The Secretariat’s Risk Management System)

a. Risk data

The detailed interface requirements may be found in a supplementary document titled “PMIS Re-Design - Systems Interface Specification”.



*A copy of this document is attached electronically in the appendices section.





H. Technical Requirements

1. The UI and business logic layers of the system should be web based and should be developed with the Model View Controller architecture in mind. They should utilize a subset of the following technologies:

a. C#

b. .NET

c. PHP

d. Angular

e. Boot Strap

f. JavaScript

g. python

h. HTML



2. The data-model/database should be designed for the relational database engine SQL Server 2019.



3. The system should be designed to allow single sign on with the Secretariat’s Azure Active Directory Infrastructure.



4. The system should be secure and should utilize the https protocol to ensure data privacy and security during transmission.



5. The systems data at rest should be encrypted to prevent unauthorised data access by cloud hosting vendors or bad actors.



I. Transitional Requirements

1. Business processes should be re-aligned with the system interfaces developed to integrate and manage data flows between PMIS and other systems.



2. A migration of data from the current system to the redesigned system might be required in certain instances thus a data mapping exercise must be conducted and appropriate interfaces must be developed to accomplish said migration.	Comment by Marshall Kissoon, Katherine: Will be required to preserve the archiving of existing programmes information and allow for the migrating of legacy and ongoing projects which do not have an end date at the end of the financial year 2020/21



3. The redesigned PMIS system with be expected to run in parallel with the old system for a defined period to ensure usability is adequate before switching over to the new system completely.



J. Appendices

1. PMIS Re-Design - Systems Design Specification

a. 





2. PMIS Screen Flows

a. 





3. PMIS Re-Design - Systems Interface Specification

a. 





4. Role Permissions

a. 
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1 Introduction


This System Design Document has been created to outline the proposed system design for new web-based Project Management Information System (PMIS).  The new PMIS is intended to replace the legacy windows executable Project Information system currently used by The Commonwealth Secretariat.  By designing, testing, and deploying the new web based PMIS system, the secretariat will more effectively utilize information for management, decision-making and reporting. This document and the technical specifications listed herein comply with all the Secretariat’s technical standards and infrastructure.


2 Purpose


The purpose of this System Design Document is to provide a description for how the new PMIS will be constructed.  The Systems Design Document was created to ensure that the PMIS design meets the requirements specified in the PMIS project requirements. The System Design Document provides a description of the system flow and features.


3 System Overview


3.1 Menu 


3.1.1 Plan


Plan Management:  


Impact Pathways: The compendium of standard results and indicators that measure the Secretariat’s different work areas.  Developed and managed by SPPD and used to inform the performance and outcome monitoring of the Strategic Plan. The secretariats way of working and the measurements that track each way of working. It presents a standard view of how interventions transmit to results in the Secretariat’s business areas. The standard results and indicators will be customised in the programme and project designs. 


 


Delivery Plans (*): the annual plan and budget approved by the Board. It is currently approved annually prior to the commencement of the financial year and presents a summary of the portfolio under the Secretariat’s management. 





Outcomes Matrix: Presents a high level overview of the Strategic outcomes, results and programmes as approved by the Board of Directors. Currently the Strategic Plan Overview.


Budgets: The budget at outcome level, as approved by the Board, reflecting Funding Sources, approved and committed budgets, by financial year.


Planner: View of the budget utilisation, takes every outcome area and lists the programmes and projects being delivered to achieve that outcome, identifying the source of the funding, the financial year. It also provides a view of the main outputs for each project. 


3.1.2 Design 


Design Programme: Create Programme by accepting the details of a programme.


Front Page:


· Input form fields:  programme references (programme title, code, Directorate, manager and summary), one strategic plan and multiple team members, as well as dates and duration. 


			Field /Label


			Input Type


			Required?


			User Input?


			Additional Information





			Programme Title


			Text


			Yes


			Yes


			





			Programme Code


			Text


			Yes


			No


			





			Programme Manager


			Searchable select field.


			Yes


			Yes


			





			Division


			Text


			Yes


			No


			Get division in the background from user profile information.





			Programme Summary


			Text


			Yes


			Yes


			





			Plan ID


			Select Field


			Yes


			Yes


			User selects Strategic Plan





			Username


			Searchable select field (Multiple)


			Yes


			Yes


			








Table 1: Programme Summary


Add Problem /Context Analysis


· Form input fields: Background, problems to be addressed, rationale, Comsec additionality


· Purpose: Clarification of the Secretariat understanding and scoping of the problem and intended solution.


			Field /Label


			Input Type


			Required?


			User Input?


			Additional Information





			Background


			Text


			Yes


			Yes


			





			Problems to address


			Text


			Yes


			Yes


			





			Rationale


			Text


			Yes


			Yes


			





			Why Comsec?


			Text


			Yes


			Yes


			








Table 2 : Add Context and Problem Analysis 


Beneficiaries


· Form Input fields: Multiple beneficiary Country and/or region; beneficiary institutions


· Purpose: Identifies Intended Beneficiaries


			Field /Label


			Input Type


			Required?


			User Input?


			Additional Information





			Beneficiary Country / Region


			Select Field (Multiple)


			Yes


			Yes


			








Table 3: Add Beneficiaries


Delivery Strategy


· Impact Pathways


Partnerships (WIP)








Theory of change


· Form Input: Strategic Outcome, Outcome type, Impact Pathways; multiple outcomes (outcome, assumptions); Planned/Proposed projects 


· Purpose: Describes the High-Level Theory of Change of the Programme


			Field /Label


			Input Type


			Required?


			User Input?


			Additional Information





			Strategic Outcome


			Select Field


			Yes


			Yes


			Based on strategic plan selected in previous step





			How project contributes to outcome


			Multi-line Text


			Yes


			Yes


			





			Add Outcome





			Outcome


			Select Field


			Yes


			Yes


			





			Assumptions


			Text


			Yes


			Yes


			








Table 4: Add theory of change and add outcome


MEL Plan


· Form Input: Log frame – outcomes, indicators, approach to measuring/collecting data


· Purpose: Provides the framework and tools for monitoring the Programme


			Field /Label


			Input Type


			Required?


			User Input?


			Additional Information





			Add Indicator at one of the following levels





			Strategic outcome Indicator


			Select Field


			Yes


			Yes


			





			Outcome Indicator


			Select Field


			Yes


			Yes


			





			Output will be added at PCN level, only indicators related to the selected impact pathways will be displayed





			Indicator


			Select Field


			Yes


			Yes


			





			Description


			Text


			Yes


			Yes


			





			Means of Verification


			Select Field


			Yes


			Yes


			





			Frequency


			Select Field


			Yes


			Yes


			





			Baseline


			Text


			Yes


			Yes


			





			Y1 Target


			Text


			Yes


			Yes


			





			Y2 Target


			Text


			Yes


			Yes


			





			Y3 Target


			Text


			Yes


			Yes


			





			Y4 Target


			Text


			Yes


			Yes


			





			Add responsibility





			Username


			Searchable select field


			Yes


			Yes


			Select options are loaded from active directory








Table 5 MEL Plan


Sustainability


· Form Input: Sustainability Measures, Indicators


			Field /Label


			Input Type


			Required?


			User Input?


			Additional Information





			Sustainability Measures


			Select Field


			Yes


			Yes


			Based on strategic plan selected in previous step








Table 6 Sustainability


Gender*


· Form Input: Gender Objectives


· Purpose: Narrative response to High Level Questions


			Field /Label


			Input Type


			Required?


			User Input?


			Additional Information





			Gender Objective


			Text


			Yes


			Yes


			





			Question 1


			Text


			No


			Yes


			





			Question 2


			Text


			No


			Yes


			





			Question 3


			Text


			No


			Yes


			








Table 7 Gender Mainstreaming


Work Plan


· Form Input: Outcome, Projects, beneficiary country or region, implementation location, 


· Purpose: Indicative Projects List and Project Management Actions (Staffing, MEL, Communications)


			Field /Label


			Input Type


			Required?


			User Input?


			Additional Information





			Outcome


			Select Field


			Yes


			Yes


			





			Project





			Delivery Strategy


			Select Field


			Yes


			Yes


			





			Project Description


			Text


			Yes


			Yes


			





			Will address gender equality?


			Boolean


			Yes


			Yes


			





			Beneficiaries (Many mapped to one project)





			Country/ Region


			Select field


			Yes


			Yes


			








Table 8 Work Plan


Risks Register and Management


· Form Input: Risk information (risk owner, risk description, area, impact, probability, controls, net impact, net probability, target impact, target probability, target risk date, risk status, closure date), multiple further actions


Add Attachments


· Form Input: File information (File, date, title, attached by, category, division), add multiple staff, add other parties -multiple entry, add multiple countries, add Project; Outcome, Name, user, date, version


· Purpose: All Programme Documents (uploads and downloads) generated by the system, saved on SharePoint


· Information: Shown only when approving or appraising, it has versioned copies of all PMIS generated documentation.


			Field /Label


			Input Type


			Required?


			User Input?


			Additional Information





			File


			File Upload


			No


			Yes


			





			Date


			date


			Yes


			No


			





			Title


			Text


			Yes


			No


			





			Category


			Select field


			Yes


			Yes


			





			Attached By


			Text/user id (foreign key)


			Yes


			No


			Fetched logged in user information in the background





			Division


			text


			Yes


			No


			





			Other staff (multiple, username)


			Searchable select field


			No


			yes


			





			Country (multiple)


			Select field


			No


			yes


			








Table 9 Add AttachmentRevision Log*


· Form Input: description, user, date, details


			Field /Label


			Input Type


			Required?


			User Input?


			Additional Information





			Description


			Text Area


			Yes


			No


			Logged in the background but can be displayed on the frontend





			Date


			date


			Yes


			No


			Logged in the background but can be displayed on the frontend





			User


			Text/user id (foreign key)


			Yes


			No


			Logged in the background but can be displayed on the frontend








Table 9 Revision Log








Submit for Appraisal


· Purpose: Generate PDD and store in documentation section, email notification to appraisers with the PDD attached and links to appraisal page.


· Input field: Appraisal due date


			Field /Label


			Input Type


			Required?


			User Input?


			Additional Information





			Appraisal Due Date


			date


			Yes


			Yes


			








Table 10 Submit for Appraisal








Appraise Programme: Programme is appraised by assigned personnel 


Review PDD


· Review PDD data as entered during PDD creation, in read-only format


Appraisal


· Purpose: Accept details of programme appraisal


· Fields: Appraising Officer, Appraisal Scoring against Criteria, Appraisal Comments; Option to Proceed with Appraisal or not, appraisal findingsOptions to: Forward for approval, Return to programme Team for Revision.


· Send email to approvers with PDD attached and link to approval workflow.


	


			Field /Label


			Input Type


			Required?


			User Input?


			Additional Information





			Description


			Text Area


			Yes


			Yes


			





			Appraisal Finding


			Text


			Yes


			Yes


			





			Appraising Officer


			Searchable Select field


			Yes


			Yes


			








Table 11 Appraisal





Approve Programme: Programme is approved by assigned personnel or programme board 


	Review PDD


· Review PDD data as entered during PDD creation, in read-only format


Review Appraisal


· Review Appraisal information entered during the appraisal step of appraise PDD process


Approval


· Purpose: Accept details of programme approval


· Input fields: Approving Officer, Approval finding, Justification


			Field /Label


			Input Type


			Required?


			User Input?


			Additional Information





			Description


			Text Area


			Yes


			Yes


			





			Approval Finding


			Text


			Yes


			Yes


			





			Approving Officer


			Searchable Select field


			Yes


			Yes


			








Table 12 Approval





Submit Approval


· Generate approval memo, send memo as email indicating approval status to programme manager, appraiser and Finance.





Design Project:  Create project by accepting the details of a project. When a project is created its initial state is unappraised PCN  the project must then be sent for appraisal and approval, once the appraisal has been passed the project state changes to appraised PCN, when the appraised PCN is approved it becomes an unappraised project, when the unappraised project is appraised it becomes an appraised project and when an appraised project is approved it becomes an active project and may now enter into monitoring.


	PCN Summary


· Input fields: PCN Summary (PCN title, PCN Code, start date, end date, project manager, duration, project summary, beneficiary institutions), add multiple beneficiaries (beneficiary countries or regions), add multiple project team members


· Purpose: Accepting details of the project








			Field /Label


			Input Type


			Required?


			User Input?


			Additional Information





			PCN Title


			Text


			Yes


			Yes


			





			PCN Code


			Text


			Yes


			No


			





			Start Date


			Date


			Yes


			Yes


			





			End Date


			Date


			Yes


			Yes


			





			Project Manager


			Searchable text field


			Yes


			Yes


			Load select options from Active Directory





			Duration


			Numeric and select drop of time periods


			Yes


			Yes


			





			Project Summary


			Searchable text field


			Yes


			Yes


			





			Beneficiary Institutions


			Text


			Yes


			Yes


			





			Beneficiary Country/region


			Select Field


			Yes


			Yes


			





			Project Team members


			Searchable Select Field


			Yes


			Yes


			Load select options from Active Directory








Table 13PCN Summary





	Theory of Action and Results


· Input fields: TOA details (context, problem, TOA link to TOC), add single result framework, add multiple outcomes (outcome, assumptions), add multiple outputs (output, assumptions)


· Purpose: To describe how the project aligns to programme and strategic outcomes








			Field /Label


			Input Type


			Required?


			User Input?


			Additional Information





			Context


			Text


			Yes


			Yes


			





			Problems


			Multi-line Text


			Yes


			Yes


			





			TOA to TOC


			Text


			Yes


			Yes


			





			Add Outcome





			Outcome


			Select Field


			Yes


			Yes


			





			Assumptions


			Text


			Yes


			Yes


			





			Add Output





			Outcome


			Select Field


			Yes


			Yes


			





			Assumptions


			Text


			Yes


			Yes


			





			Add Indicator





			Outcome


			Select Field


			Yes


			Yes


			





			Assumptions


			Text


			Yes


			Yes


			








Table 14 TOA and Results


	MEL Plan 


· Form Input: Log frame – outcomes, indicators, approach to measuring/collecting data


· Purpose: Provides the framework and tools for monitoring the Programme


			Field /Label


			Input Type


			Required?


			User Input?


			Additional Information





			Add Indicator at one of the following levels





			Strategic outcome Indicator


			Select Field


			Yes


			Yes


			





			Outcome Indicator


			Select Field


			Yes


			Yes


			





			[bookmark: _GoBack]Add indicator at one of the following levels: 1. Output Indicator





			Indicator


			Select Field


			Yes


			Yes


			





			Description


			Text


			


			Yes


			





			Means of Verification


			Select Field


			Yes


			Yes


			





			Frequency


			Select Field


			Yes


			Yes


			





			Baseline


			Text


			Yes


			Yes


			





			Y1 Target


			Text


			Yes


			Yes


			





			Y2 Target


			Text


			Yes


			Yes


			





			Y3 Target


			Text


			Yes


			Yes


			





			Y4 Target


			Text


			Yes


			Yes


			





			Add responsibility





			Username


			Searchable select field


			Yes


			Yes


			Select options are loaded from active directory








Table 15 MEL Plan








Add Work Plan


· Input fields: Levels above output (strategic outcome, outcome), add multiple outputs (category, output description, will address gender equality?), add multiple beneficiaries (beneficiary country or region), add multiple activities (activity code, activity description), timelines per activity (activity, year, quarter), location per activity (country, Secretariat), budget per activity (year, funding source, amount), procurement type, travel plan?


· Purpose:





			Field /Label


			Input Type


			Required?


			User Input?


			Additional Information





			Outcome


			Select Field


			Yes


			Yes


			





			Strategic Outcome


			Select Field


			Yes


			Yes


			





			Project





			Category


			Select Field


			Yes


			Yes


			





			Output Description


			Text


			


			Yes


			





			Will address gender equality?


			Boolean


			Yes


			Yes


			





			Beneficiaries (Many mapped to one project)





			Country/ Region


			Select field


			Yes


			Yes


			








Table 15 Add Work Plan


	Add Budget


· Input fields: Add a single budget at output? level, add multiple inputs for each year and fund (year, funding source, amount)


· Purpose: yearly report for project and source of funding


			Field /Label


			Input Type


			Required?


			User Input?


			Additional Information





			Year


			Date (Year)


			Yes


			Yes


			





			Funding Source


			Text


			Yes


			Yes


			





			Amount


			Numeric


			Yes


			Yes


			








Table 16


	Management


· Input fields: management and coordination, value for money


· Purpose: managerial overview of project


			Field /Label


			Input Type


			Required?


			User Input?


			Additional Information





			Management and Coordination


			Text


			Yes


			Yes


			





			Value 


			Text


			Yes


			Yes


			








Table 17 Management


	Add Attachment


· Form Input: File information (File, date, title, attached by, category, division, mission start, mission end), add multiple staff, add other parties -multiple entry, add multiple countries, add Project; Outcome, Name, user, date, version


· Purpose: All project Documents (uploads and downloads) generated by the system, saved on SharePoint


· Information: Shown only when approving or appraising, it has versioned copies of the PCN and any other generated document.


			Field /Label


			Input Type


			Required?


			User Input?


			Additional Information





			File


			File Upload


			No


			Yes


			





			Date


			date


			Yes


			No


			





			Title


			Text


			Yes


			No


			





			Category


			Select field


			Yes


			Yes


			





			Attached By


			Text/user id (foreign key)


			Yes


			No


			Fetched logged in user information in the background





			Division


			text


			Yes


			No


			





			Mission Start


			Date


			No


			Yes


			





			Mission End


			Date


			No


			No


			





			Other staff (multiple, username)


			Searchable select field


			No


			yes


			





			Country (multiple)


			Select field


			No


			yes


			








Table 18 Add Attachment


	Submit for Appraisal


· Generate PCN and store in documentation section, submit and send email to appraisers with PCN attached and link to appraisal page.


			Field /Label


			Input Type


			Required?


			User Input?


			Additional Information





			Appraisal Due Date


			date


			Yes


			Yes


			








Table 19 Submit for Appraisal


Appraise Project Concept: Project in Project Concept Note (PCN) form is appraised by assigned personnel 





Review PCN


Review data entered during project creation. Review can be done both online and offline.


Appraisal


· Purpose: Accept details of programme design 


· Input fields: Appraising Officer, Appraisal findings, Justification





Submit Appraisal


· Send email to approvers with PCN attached and link to approval page.





Approve Project Concept:  Project in Project Concept Note (PCN) form is approved by assigned personnel 





Appraise Project: Project in finalized/completed form is appraised by assigned personnel or project board 


Review Finalized Project


· Review completed project data, in read-only format


Appraisal


· Purpose: Accept details of programme approval


· Input fields: Appraising Officer, Appraisal finding, Justification


			Field /Label


			Input Type


			Required?


			User Input?


			Additional Information





			Justification


			Text Area


			Yes


			Yes


			





			Appraisal Finding


			Text


			Yes


			Yes


			





			Appraising Officer


			Searchable Select field


			Yes


			Yes


			








Table 20 Appraisal


Submit Appraisal


· Send email to approvers with link to approvals.








Approve Project: Project in finalized/completed form is approved by assigned personnel or project board 





 


	Generate Review Documents


· Project document and attachments


· Generate Log frame and monitoring document


· Generate detailed budget document


· Review can be done both online and offline


Review Schedule of Approvals


Review Appraisal


Approval Decision


· Provide final approval (appraisal findings, approval comments) 


· Submit and send email to project manager, appraiser and approver and finance (link to CODA) 





3.1.3 Monitor 





Monitor Programme: Monitor/ review an already created programme. Monitor progress in work plan delivery and results, budget and resource use, sustainability, gender, risk management, learning. 


	Programme Summary


· The information  available on the front-page is  redisplayed here


	Program Expenditure


· Fields: Expenditure from all projects are aggregated, allows for tree view of  programme or project outputs.


· Purpose: Budget and resource usage monitoring


	Delivery monitoring


· View of output status segregated by projects


	


Outcome level monitoring


· Strategic year, QI Q2 progress,  Q3Q4 progress, Q1Q2 countries, Q3Q4 (Monitoring record progress)


· monitoring details (monitoring records)


· progress and progress date (monitoring record progress towards target)


	


Sustainability


· Fields: Strategic Year, period, Progress report


· Purpose: display sustainability measures and update progress


	


	Gender 


· Fields: Strategic Year, Period, category, Progress report


· Purpose: display gender objectives and update progress


	


Risk Management


· Fields: Risk Area, Risk Description, Risk Owner, Impact, Probability, Controls, Net Impact, Net Probability, Target Impact, Target Probability, Target Risk Date, target Status, Closure Date, multiple further actions (Action, action owner, action date)


	Learning (??? Input or display)


· Fields: Strategic year, period, category, progress report


Attachments (??? Input or display)


· Form Input: File information (File, date, title, attached by, category, division), add multiple staff, add other parties -multiple entry, add multiple countries, add Project; Outcome.


· Review generated and versioned document





Monitor Project (??? Input or display):  Monitor monthly spend profile, monitor output and activities delivery profile, management actions, output indicators, , context changes, key achievements and lessons measured against learning objectives . 


	Project Summary


· Information entered during project design is displayed


	Project Expenditure


· Fields: Expenditure from project


· Purpose: Budget and resource usage monitoring


	Delivery monitoring


· View of output and activity status of project


	Outcome Level Monitoring


· Strategic year, QI Q2 progress, Q3Q4 progress, Q1Q2 countries, Q3Q4 (Monitoring record progress)


· monitoring details (monitoring records)


· progress and progress date (monitoring record progress towards target)


	Learning


· Fields: Strategic year, period, category, progress report


		Attachments





Fields: File, date, title, category, attached by, division, add multiple other staff (username), add multiple other (username), add multiple countries





· Review generated and versioned document





Monitor Country: Derivative monitoring by country 





3.1.4 Report 





Management: Generate live reports of budget utilisation, delivery progress, portfolio summary status, portfolio progress status, countries’ implementation, global engagements and participation, procurement progress and travel profiles. 





Delivery: Generate quarterly project progress reports and programme management and risk profile reports. 





Results: Generate Bi-annual (six monthly) reports of country portfolio and programme results. 


Generate annual reports of regional portfolio review, country portfolio review, programme results report, impact pathway evidence reviews, SDG results, youth and small states. 


Analysis: 





On Demand: Generate on-demand reports 


3.1.5 Countries 


Profiles: 


Context: 


Actions and Results: 


 


3.1.6 Closure and Evaluation (C&E) 


Review Register: 


Review Management: response action plan 


Utilisation Monitoring: 





3.1.7 Admin 


Staff: View details of users  by Directorate/Division


User Role: Manager roles and privileges 


Strategic Plans: Manage strategic plans both current and past 


Export: export data to coda, export reports, export monitoring data 


Users, roles and division: Manage both internal and external uses, user roles and divisions. 


Organisations and Contact: Manage contact information of external organisation 


Geographic: manage country and region information. 


Development classification: Manage country classification groups 


Cross cutting Criteria: Manage project criteria classification based on youth, human rights and gender criteria. 


System parameter: Application Configurations 





3.1.8 Guidelines 


PDF Guidelines, training videos/ links to e-learning platform and FAQs and Help Directions
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A. Dependencies on existing systems


PMIS exchanges data with the following systems:	Comment by Marshall Kissoon, Katherine: The system itself is not currently ‘dependent’ on DRR and HR. Operational efficiency depends on the information in PMIS mirroring information in these systems. 


1. CODA


2. OpenHR


3. Divisional Risk Register





B. Assumptions


1. Business processes will be re-aligned with the system interfaces developed to integrate and manage data flows between PMIS and other systems.





2. CODA link tables will be able to facilitate the importation of data into CODA. According to the CODA documentation the link tables may be used as a link between an external application and CODA. This feature can be used to transfer information from an external source, such as other financial management systems, to CODA. The main reasoning behind this feature according to the documentation is so that users do not have to rekey all their information into CODA, thereby avoiding the errors that would almost certainly occur. The data would sit in the link tables until acted upon by an authorised user to actually post said data to the CODA Financial tables. As mentioned in a previous point, business processes would need to be re-aligned or created to accommodate this process.





C. Non-Functional Requirements


1. It is a requirement that PMIS exchange data with the CODA, OpenHR and other systems of the Commonwealth Secretariat. To achieve this several system interfaces must be defined and designed. This is outlined in the Interface Requirements Section.	Comment by Marshall Kissoon, Katherine: there are other ‘core’ systems?





2. The user interface of PMIS must be laid out in a manner that is user friendly and aligns to the basic top-level structure outlined by SPPD.	Comment by Marshall Kissoon, Katherine: Will the interface only be for PMIS or for the integrated systems?











D. Interface Requirements





System Interface Requirement





1. Outcome codes pushed from PMIS to CODA


a. Done after strategic plan is created in PMIS with outcome codes generated.


b. The format of and business rules used to generate the outcome codes should be defined by SPPD.


c. The codes will by pushed/inserted into the CODA link tables.








2. Outcome budget pulled from CODA to PMIS (Approved Outcome Budget)	Comment by Marshall Kissoon, Katherine: This would be ‘Approved Original’ Outcome Budget


a. The budget at the outcome level is used to inform programme designs in PMIS.


b. An intermediate table with the raw import can be used and then business logic can be implemented to move this to the actual PMIS data structure responsible for storing the strategic plan budgets.


c. This can be done on a schedule or as needed.	Comment by Marshall Kissoon, Katherine: Would need to be updated each time an update is made on CODA rather than by schedule


d. When budget changes occur in CODA after the initial import new ‘Approved Revised Budgets’ must be applied at the programme and project level in PMIS to show the impact of the change on work plans.





3. Programme/Project code and budget pushed to CODA from PMIS


a. When programmes or projects are created the related code and ‘committed’ budget are sent from PMIS to CODA.


b. The format of and business rules used to generate the codes should be defined by SPPD.


c. The codes and ‘committed’ budgets will by pushed/inserted into the CODA link tables.





4. Activity Codes pushed to CODA from PMIS


a. When projects are created the activity codes of the project must be sent from PMIS to CODA.


b. The format of and business rules used to generate the activity codes should be defined by SPPD.


c. The codes will by pushed/inserted into the CODA link tables.


d. When project design changes are made after the initial import that add new/amend activities the new activity codes in PMIS must be imported to CODA link tables as and when such changes occur.








5. Activity Spend pulled from CODA to PMIS


a. The Activity Spend from CODA will be matched with Activities in PMIS using the Activity Codes. These would have been previously pushed to CODA when created and hence project spending should be recorded in CODA based on specific activity codes.


b. The transaction detail of spending by activity codes must be pulled from CODA into PMIS on a daily or more frequent basis. (Possibly every 15 minutes)	Comment by Marshall Kissoon, Katherine: Currently should be happening almost every 15 minutes or as close to live as practical


c. If the automated process is unable to match an activity code in CODA with one in PMIS then the transaction should be placed in an intermediate table and must be manually reconciled in PMIS as opposed to automatically reconciled via the import process.	Comment by Marshall Kissoon, Katherine: As now?





6. Human Resource information pulled from OpenHR to PMIS


a. To enable human resource planning of programmes and projects a connection must exist between PMIS and OpenHR.


b. The connection will be real time and would simply be a read from the OpenHR database. This can be done via a direct read from the database of via a developed API.	Comment by Marshall Kissoon, Katherine: Do we need to specify what fields are needed?

Also what about pmis downloads for individual work plans – can we discuss?	Comment by ddavis: Yes the specific fields would need to be defined. I believe this area requires a bit more work in terms of definition.





7. Programme Risks pushed or synced to Divisional Risk Register System.


a. Some risks, tracked at programme level, may be marked as divisional risks


b. There risks must be pulled / synced to the Divisional Risk Register System in such a way that any changes which are done to these risks in PMIS are also visible in the Divisional Risk Register System.


c. The Risks will not be modified in the Divisional Risk Register System. They will be view only thus the sync is one way from PMIS to the Divisional Risk Register.


[bookmark: _GoBack]





E. Technical Requirements


(Outline of actual steps utilized to push or pull data. May include SQL statements, API calls, creation of temp or intermediate tables, etc)





F. Transitional Requirements


(Business process re-alignments required will be outlined here)








G. Appendices








H. Revision Log





			Date


			Version


			Change Reference


			Changed by





			19/10/20


			1


			Document Created


			Derek Davis





			27/10/20


			1.1


			Interface Requirements Added


			Derek Davis





			20/11/20


			1.2


			Some updates made to wording and descriptions


			Katherine  Marshall Kissoon 
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Role Permissions.xlsx

Role Pemissions


						Menu Permissions   (N = None, V= View, E= Edit)


			Roles			Plan																					Design																								Monitoring									Programme Reporting												Project Reporting												Country Reporting									Post Completion						Admin			Guidances and Training


						Plan Management			Impact pathways			Delivery Plan			Strategic Results Framework			Strategic Outcomes Matrix			Budgets 			Planner			Create Programme			Appraise Programme			Approve Programme			Create Project			Appraise Project Concept			Approve Project Concept			Appraise Project			Approve Project			Programme Monitoring			Project Monitoring			Country Monitoring			Management			Delivery			Results			Analysis			Management			Delivery			Results			Analysis			Country Context			Profile of Portfolio			Country Results			Former SP portfolios 			Evaluations and MR			Admin			PDF Guidelines			Training Videos			FAQs


			Default User			N			V			V			V			V			V			V			N			N			N			N			N			N			N			N			V			V			V			V			V			V			V			V			V			V			V			V			V			V			V			V			N			V			V			V


			Coordinator			N			V			V			V			V			V			V			V			N			V			V			N			V			N			V			V			V			V			V			V			V			V			V			V			V			V			E			V			V			V			V			N			V			V			V


			Project Manager			N			V			V			V			V			V			V			E			V			V			E			V			V			V			V			E			E			E			V			V			V			V			E			E			E			E			V			V			V			E			V			N			V			V			V


			Appraiser			N			V			V			V			V			V			V			V			E			V			V			E			V			E			V			V			V			V			V			V			V			V			V			V			V			V			V			V			V			V			V			N			V			V			V


			Programme Manager			N			V			V			V			V			V			V			E			V			V			E			V			E			V			E			E			E			E			E			E			E			E			E			E			E			E			V			V			V			E			V			N			V			V			V


			Division Director			N			V			V			V			V			V			V			E			V			V			E			V			E			V			E			E			E			E			E			E			E			E			E			E			E			E			V			V			V			V			V			N			V			V			V


			Senior Director			N			V			V			V			V			V			V			V			E			E			V			E			E			E			E			V			V			V			E			V			V			E			E			V			V			E			V			V			V			V			V			N			V			V			V


			Programme Board			N			V			V			V			V			V			V			V			E			E			V			E			E			E			E			V			V			V			E			V			V			E			E			V			V			E			V			V			V			V			V			N			V			V			V


			Secretary General Group			N			V			V			V			V			V			V			V			V			E			V			V			E			V			E			V			V			V			V			V			V			V			V			V			V			V			V			V			V			V			V			N			V			V			V


			Risk Manager			N			N			N			V			V			V			V			V			V			V			V			V			V			E			V			E			E			V			E			E			V			E			E			E			V			E			V			V			V			V			V			N			V			V			V


			Portfolio Manager			N			N			N			V			V			V			V			V			V			V			V			V			V			E			V			E			E			E			E			E			E			E			E			E			E			E			E			E			E			E			E			N			E			E			E


			Partnerships Manager			N			N			N			V			V			N			V			V			V			V			V			V			V			E			V			V			V			V			V			V			V			E			V			V			V			E			V			V			V			V			V			N			V			V			V


			System Administrator			E			E			E			E			V			V			V			E			E			E			E			E			E			E			E			E			E			E			E			E			E			E			E			E			E			E			V			V			V			E			E			E			E			E			E
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1 Introduction

This System Design Document has been created to outline the proposed system design for new web-based Project Management Information System (PMIS).  The new PMIS is intended to replace the legacy windows executable Project Information system currently used by The Commonwealth Secretariat.  By designing, testing, and deploying the new web based PMIS system, the secretariat will more effectively utilize information for management, decision-making and reporting. This document and the technical specifications listed herein comply with all the Secretariat’s technical standards and infrastructure.

2 Purpose

The purpose of this System Design Document is to provide a description for how the new PMIS will be constructed.  The Systems Design Document was created to ensure that the PMIS design meets the requirements specified in the PMIS project requirements. The System Design Document provides a description of the system flow and features.

3 System Overview

3.1 Menu 

3.1.1 Plan

Plan Management:  

Impact Pathways: The compendium of standard results and indicators that measure the Secretariat’s different work areas.  Developed and managed by SPPD and used to inform the performance and outcome monitoring of the Strategic Plan. The secretariats way of working and the measurements that track each way of working. It presents a standard view of how interventions transmit to results in the Secretariat’s business areas. The standard results and indicators will be customised in the programme and project designs. 

 

Delivery Plans (*): the annual plan and budget approved by the Board. It is currently approved annually prior to the commencement of the financial year and presents a summary of the portfolio under the Secretariat’s management. 



Outcomes Matrix: Presents a high-level overview of the Strategic outcomes, results and programmes as approved by the Board of Directors. Currently the Strategic Plan Overview.

Budgets: The budget at outcome level, as approved by the Board, reflecting Funding Sources, approved and committed budgets, by financial year.

Planner: View of the budget utilisation, takes every outcome area and lists the programmes and projects being delivered to achieve that outcome, identifying the source of the funding, the financial year. It also provides a view of the main outputs for each project. 

3.1.2 Design 

Design Programme: Create Programme by accepting the details of a programme.

Front Page:

· Input form fields:  programme references (programme title, code, Directorate, manager and summary), one strategic plan and multiple team members, as well as dates and duration. 

		Field /Label

		Input Type

		Required?

		User Input?

		Additional Information



		Programme Title

		Text

		Yes

		Yes

		



		Programme Code

		Text

		Yes

		No

		



		Programme Manager

		Searchable select field.

		Yes

		Yes

		



		Division

		Text

		Yes

		No

		Get division in the background from user profile information.



		Programme Summary

		Text

		Yes

		Yes

		



		Plan ID

		Select Field

		Yes

		Yes

		User selects Strategic Plan



		Username

		Searchable select field (Multiple)

		Yes

		Yes

		





Table 1: Programme Summary

Add Problem /Context Analysis

· Form input fields: Background, problems to be addressed, rationale, Comsec additionality

· Purpose: Clarification of the Secretariat understanding and scoping of the problem and intended solution.

		Field /Label

		Input Type

		Required?

		User Input?

		Additional Information



		Background

		Text

		Yes

		Yes

		



		Problems to address

		Text

		Yes

		Yes

		



		Rationale

		Text

		Yes

		Yes

		



		Why Comsec?

		Text

		Yes

		Yes

		





Table 2 : Add Context and Problem Analysis 

Beneficiaries

· Form Input fields: Multiple beneficiary Country and/or region; beneficiary institutions

· Purpose: Identifies Intended Beneficiaries

		Field /Label

		Input Type

		Required?

		User Input?

		Additional Information



		Beneficiary Country / Region

		Select Field (Multiple)

		Yes

		Yes

		





Table 3: Add Beneficiaries

Delivery Strategy

· Impact Pathways

Partnerships (WIP)





Theory of change

· Form Input: Strategic Outcome, Outcome type, Impact Pathways; multiple outcomes (outcome, assumptions); Planned/Proposed projects 

· Purpose: Describes the High-Level Theory of Change of the Programme

		Field /Label

		Input Type

		Required?

		User Input?

		Additional Information



		Strategic Outcome

		Select Field

		Yes

		Yes

		Based on strategic plan selected in previous step



		How project contributes to outcome

		Multi-line Text

		Yes

		Yes

		



		Add Outcome



		Outcome

		Select Field

		Yes

		Yes

		



		Assumptions

		Text

		Yes

		Yes

		





Table 4: Add theory of change and add outcome

MEL Plan

· Form Input: Log frame – outcomes, indicators, approach to measuring/collecting data

· Purpose: Provides the framework and tools for monitoring the Programme

		Field /Label

		Input Type

		Required?

		User Input?

		Additional Information



		Add Indicator at one of the following levels



		Strategic outcome Indicator

		Select Field

		Yes

		Yes

		



		Outcome Indicator

		Select Field

		Yes

		Yes

		



		Output will be added at PCN level, only indicators related to the selected impact pathways will be displayed



		Indicator

		Select Field

		Yes

		Yes

		



		Description

		Text

		Yes

		Yes

		



		Means of Verification

		Select Field

		Yes

		Yes

		



		Frequency

		Select Field

		Yes

		Yes

		



		Baseline

		Text

		Yes

		Yes

		



		Y1 Target

		Text

		Yes

		Yes

		



		Y2 Target

		Text

		Yes

		Yes

		



		Y3 Target

		Text

		Yes

		Yes

		



		Y4 Target

		Text

		Yes

		Yes

		



		Add responsibility



		Username

		Searchable select field

		Yes

		Yes

		Select options are loaded from active directory





Table 5 MEL Plan

Sustainability

· Form Input: Sustainability Measures, Indicators

		Field /Label

		Input Type

		Required?

		User Input?

		Additional Information



		Sustainability Measures

		Select Field

		Yes

		Yes

		Based on strategic plan selected in previous step





Table 6 Sustainability

Gender*

· Form Input: Gender Objectives

· Purpose: Narrative response to High Level Questions

		Field /Label

		Input Type

		Required?

		User Input?

		Additional Information



		Gender Objective

		Text

		Yes

		Yes

		



		Question 1

		Text

		No

		Yes

		



		Question 2

		Text

		No

		Yes

		



		Question 3

		Text

		No

		Yes

		





Table 7 Gender Mainstreaming

Work Plan

· Form Input: Outcome, Projects, beneficiary country or region, implementation location, 

· Purpose: Indicative Projects List and Project Management Actions (Staffing, MEL, Communications)

		Field /Label

		Input Type

		Required?

		User Input?

		Additional Information



		Outcome

		Select Field

		Yes

		Yes

		



		Project



		Delivery Strategy

		Select Field

		Yes

		Yes

		



		Project Description

		Text

		Yes

		Yes

		



		Will address gender equality?

		Boolean

		Yes

		Yes

		



		Beneficiaries (Many mapped to one project)



		Country/ Region

		Select field

		Yes

		Yes

		





Table 8 Work Plan

Risks Register and Management

· Form Input: Risk information (risk owner, risk description, area, impact, probability, controls, net impact, net probability, target impact, target probability, target risk date, risk status, closure date), multiple further actions

Add Attachments

· Form Input: File information (File, date, title, attached by, category, division), add multiple staff, add other parties -multiple entry, add multiple countries, add Project; Outcome, Name, user, date, version

· Purpose: All Programme Documents (uploads and downloads) generated by the system, saved on SharePoint

· Information: Shown only when approving or appraising, it has versioned copies of all PMIS generated documentation.

		Field /Label

		Input Type

		Required?

		User Input?

		Additional Information



		File

		File Upload

		No

		Yes

		



		Date

		date

		Yes

		No

		



		Title

		Text

		Yes

		No

		



		Category

		Select field

		Yes

		Yes

		



		Attached By

		Text/user id (foreign key)

		Yes

		No

		Fetched logged in user information in the background



		Division

		text

		Yes

		No

		



		Other staff (multiple, username)

		Searchable select field

		No

		yes

		



		Country (multiple)

		Select field

		No

		yes

		





Table 9 Add AttachmentRevision Log*

· Form Input: description, user, date, details

		Field /Label

		Input Type

		Required?

		User Input?

		Additional Information



		Description

		Text Area

		Yes

		No

		Logged in the background but can be displayed on the frontend



		Date

		date

		Yes

		No

		Logged in the background but can be displayed on the frontend



		User

		Text/user id (foreign key)

		Yes

		No

		Logged in the background but can be displayed on the frontend





Table 9 Revision Log





Submit for Appraisal

· Purpose: Generate PDD and store in documentation section, email notification to appraisers with the PDD attached and links to appraisal page.

· Input field: Appraisal due date

		Field /Label

		Input Type

		Required?

		User Input?

		Additional Information



		Appraisal Due Date

		date

		Yes

		Yes

		





Table 10 Submit for Appraisal





Appraise Programme: Programme is appraised by assigned personnel 

Review PDD

· Review PDD data as entered during PDD creation, in read-only format

Appraisal

· Purpose: Accept details of programme appraisal

· Fields: Appraising Officer, Appraisal Scoring against Criteria, Appraisal Comments; Option to Proceed with Appraisal or not, appraisal findings Options to: Forward for approval, Return to programme Team for Revision.

· Send email to approvers with PDD attached and link to approval workflow.

	

		Field /Label

		Input Type

		Required?

		User Input?

		Additional Information



		Description

		Text Area

		Yes

		Yes

		



		Appraisal Finding

		Text

		Yes

		Yes

		



		Appraising Officer

		Searchable Select field

		Yes

		Yes

		





Table 11 Appraisal



Approve Programme: Programme is approved by assigned personnel or programme board 

	Review PDD

· Review PDD data as entered during PDD creation, in read-only format

Review Appraisal

· Review Appraisal information entered during the appraisal step of appraise PDD process

Approval

· Purpose: Accept details of programme approval

· Input fields: Approving Officer, Approval finding, Justification

		Field /Label

		Input Type

		Required?

		User Input?

		Additional Information



		Description

		Text Area

		Yes

		Yes

		



		Approval Finding

		Text

		Yes

		Yes

		



		Approving Officer

		Searchable Select field

		Yes

		Yes

		





Table 12 Approval



Submit Approval

· Generate approval memo, send memo as email indicating approval status to programme manager, appraiser and Finance.



Design Project:  Create project by accepting the details of a project. When a project is created its initial state is unappraised PCN  the project must then be sent for appraisal and approval, once the appraisal has been passed the project state changes to appraised PCN, when the appraised PCN is approved it becomes an unappraised project, when the unappraised project is appraised it becomes an appraised project and when an appraised project is approved it becomes an active project and may now enter into monitoring.

	PCN Summary

· Input fields: PCN Summary (PCN title, PCN Code, start date, end date, project manager, duration, project summary, beneficiary institutions), add multiple beneficiaries (beneficiary countries or regions), add multiple project team members

· Purpose: Accepting details of the project





		Field /Label

		Input Type

		Required?

		User Input?

		Additional Information



		PCN Title

		Text

		Yes

		Yes

		



		PCN Code

		Text

		Yes

		No

		



		Start Date

		Date

		Yes

		Yes

		



		End Date

		Date

		Yes

		Yes

		



		Project Manager

		Searchable text field

		Yes

		Yes

		Load select options from Active Directory



		Duration

		Numeric and select drop of time periods

		Yes

		Yes

		



		Project Summary

		Searchable text field

		Yes

		Yes

		



		Beneficiary Institutions

		Text

		Yes

		Yes

		



		Beneficiary Country/region

		Select Field

		Yes

		Yes

		



		Project Team members

		Searchable Select Field

		Yes

		Yes

		Load select options from Active Directory





Table 13PCN Summary



	Theory of Action and Results

· Input fields: TOA details (context, problem, TOA link to TOC), add single result framework, add multiple outcomes (outcome, assumptions), add multiple outputs (output, assumptions)

· Purpose: To describe how the project aligns to programme and strategic outcomes





		Field /Label

		Input Type

		Required?

		User Input?

		Additional Information



		Context

		Text

		Yes

		Yes

		



		Problems

		Multi-line Text

		Yes

		Yes

		



		TOA to TOC

		Text

		Yes

		Yes

		



		Add Outcome



		Outcome

		Select Field

		Yes

		Yes

		



		Assumptions

		Text

		Yes

		Yes

		



		Add Output



		Outcome

		Select Field

		Yes

		Yes

		



		Assumptions

		Text

		Yes

		Yes

		



		Add Indicator



		Outcome

		Select Field

		Yes

		Yes

		



		Assumptions

		Text

		Yes

		Yes

		





Table 14 TOA and Results

	MEL Plan 

· Form Input: Log frame – outcomes, indicators, approach to measuring/collecting data

· Purpose: Provides the framework and tools for monitoring the Programme

		Field /Label

		Input Type

		Required?

		User Input?

		Additional Information



		Add Indicator at one of the following levels



		Strategic outcome Indicator

		Select Field

		Yes

		Yes

		



		Outcome Indicator

		Select Field

		Yes

		Yes

		



		Add indicator at one of the following levels: 1. Output Indicator



		Indicator

		Select Field

		Yes

		Yes

		



		Description

		Text

		

		Yes

		



		Means of Verification

		Select Field

		Yes

		Yes

		



		Frequency

		Select Field

		Yes

		Yes

		



		Baseline

		Text

		Yes

		Yes

		



		Y1 Target

		Text

		Yes

		Yes

		



		Y2 Target

		Text

		Yes

		Yes

		



		Y3 Target

		Text

		Yes

		Yes

		



		Y4 Target

		Text

		Yes

		Yes

		



		Add responsibility



		Username

		Searchable select field

		Yes

		Yes

		Select options are loaded from active directory





Table 15 MEL Plan





Add Work Plan

· Input fields: Levels above output (strategic outcome, outcome), add multiple outputs (category, output description, will address gender equality?), add multiple beneficiaries (beneficiary country or region), add multiple activities (activity code, activity description), timelines per activity (activity, year, quarter), location per activity (country, Secretariat), budget per activity (year, funding source, amount), procurement type, travel plan?

· Purpose:



		Field /Label

		Input Type

		Required?

		User Input?

		Additional Information



		Outcome

		Select Field

		Yes

		Yes

		



		Strategic Outcome

		Select Field

		Yes

		Yes

		



		Project



		Category

		Select Field

		Yes

		Yes

		



		Output Description

		Text

		

		Yes

		



		Will address gender equality?

		Boolean

		Yes

		Yes

		



		Beneficiaries (Many mapped to one project)



		Country/ Region

		Select field

		Yes

		Yes

		





Table 15 Add Work Plan

	Add Budget

· Input fields: Add a single budget at output? level, add multiple inputs for each year and fund (year, funding source, amount)

· Purpose: yearly report for project and source of funding

		Field /Label

		Input Type

		Required?

		User Input?

		Additional Information



		Year

		Date (Year)

		Yes

		Yes

		



		Funding Source

		Text

		Yes

		Yes

		



		Amount

		Numeric

		Yes

		Yes

		





Table 16

	Management

· Input fields: management and coordination, value for money

· Purpose: managerial overview of project

		Field /Label

		Input Type

		Required?

		User Input?

		Additional Information



		Management and Coordination

		Text

		Yes

		Yes

		



		Value 

		Text

		Yes

		Yes

		





Table 17 Management

	Add Attachment

· Form Input: File information (File, date, title, attached by, category, division, mission start, mission end), add multiple staff, add other parties -multiple entry, add multiple countries, add Project; Outcome, Name, user, date, version

· Purpose: All project Documents (uploads and downloads) generated by the system, saved on SharePoint

· Information: Shown only when approving or appraising, it has versioned copies of the PCN and any other generated document.

		Field /Label

		Input Type

		Required?

		User Input?

		Additional Information



		File

		File Upload

		No

		Yes

		



		Date

		date

		Yes

		No

		



		Title

		Text

		Yes

		No

		



		Category

		Select field

		Yes

		Yes

		



		Attached By

		Text/user id (foreign key)

		Yes

		No

		Fetched logged in user information in the background



		Division

		text

		Yes

		No

		



		Mission Start

		Date

		No

		Yes

		



		Mission End

		Date

		No

		No

		



		Other staff (multiple, username)

		Searchable select field

		No

		yes

		



		Country (multiple)

		Select field

		No

		yes

		





Table 18 Add Attachment

	Submit for Appraisal

· Generate PCN and store in documentation section, submit and send email to appraisers with PCN attached and link to appraisal page.

		Field /Label

		Input Type

		Required?

		User Input?

		Additional Information



		Appraisal Due Date

		date

		Yes

		Yes

		





Table 19 Submit for Appraisal

Appraise Project Concept: Project in Project Concept Note (PCN) form is appraised by assigned personnel 



Review PCN

Review data entered during project creation. Review can be done both online and offline.

Appraisal

· Purpose: Accept details of programme design 

· Input fields: Appraising Officer, Appraisal findings, Justification



Submit Appraisal

· Send email to approvers with PCN attached and link to approval page.



Approve Project Concept:  Project in Project Concept Note (PCN) form is approved by assigned personnel 



Appraise Project: Project in finalized/completed form is appraised by assigned personnel or project board 

Review Finalized Project

· Review completed project data, in read-only format

Appraisal

· Purpose: Accept details of programme approval

· Input fields: Appraising Officer, Appraisal finding, Justification

		Field /Label

		Input Type

		Required?

		User Input?

		Additional Information



		Justification

		Text Area

		Yes

		Yes

		



		Appraisal Finding

		Text

		Yes

		Yes

		



		Appraising Officer

		Searchable Select field

		Yes

		Yes

		





Table 20 Appraisal

Submit Appraisal

· Send email to approvers with link to approvals.





Approve Project: Project in finalized/completed form is approved by assigned personnel or project board 



 

	Generate Review Documents

· Project document and attachments

· Generate Log frame and monitoring document

· Generate detailed budget document

· Review can be done both online and offline

Review Schedule of Approvals

Review Appraisal

Approval Decision

· Provide final approval (appraisal findings, approval comments) 

· Submit and send email to project manager, appraiser and approver and finance (link to CODA) 



3.1.3 Monitor 



Monitor Programme: Monitor/ review an already created programme. Monitor progress in work plan delivery and results, budget and resource use, sustainability, gender, risk management, learning. 

	Programme Summary

· The information available on the front-page is redisplayed here

	Program Expenditure

· Fields: Expenditure from all projects are aggregated, allows for tree view of programme or project outputs.

· Purpose: Budget and resource usage monitoring

	Delivery monitoring

· View of output status segregated by projects

	

Outcome level monitoring

· Strategic year, QI Q2 progress, Q3Q4 progress, Q1Q2 countries, Q3Q4 (Monitoring record progress)

· monitoring details (monitoring records)

· progress and progress date (monitoring record progress towards target)

	

Sustainability

· Fields: Strategic Year, period, Progress report

· Purpose: display sustainability measures and update progress

	

	Gender 

· Fields: Strategic Year, Period, category, Progress report

· Purpose: display gender objectives and update progress

	

Risk Management

· Fields: Risk Area, Risk Description, Risk Owner, Impact, Probability, Controls, Net Impact, Net Probability, Target Impact, Target Probability, Target Risk Date, target Status, Closure Date, multiple further actions (Action, action owner, action date)

	Learning (??? Input or display)

· Fields: Strategic year, period, category, progress report

Attachments (??? Input or display)

· Form Input: File information (File, date, title, attached by, category, division), add multiple staff, add other parties -multiple entry, add multiple countries, add Project; Outcome.

· Review generated and versioned document



Monitor Project (??? Input or display):  Monitor monthly spend profile, monitor output and activities delivery profile, management actions, output indicators, , context changes, key achievements and lessons measured against learning objectives . 

	Project Summary

· Information entered during project design is displayed

	Project Expenditure

· Fields: Expenditure from project

· Purpose: Budget and resource usage monitoring

	Delivery monitoring

· View of output and activity status of project

	Outcome Level Monitoring

· Strategic year, QI Q2 progress, Q3Q4 progress, Q1Q2 countries, Q3Q4 (Monitoring record progress)

· monitoring details (monitoring records)

· progress and progress date (monitoring record progress towards target)

	Learning

· Fields: Strategic year, period, category, progress report

		Attachments



Fields: File, date, title, category, attached by, division, add multiple other staff (username), add multiple other (username), add multiple countries



· Review generated and versioned document



Monitor Country: Derivative monitoring by country 



3.1.4 Report 



Management: Generate live reports of budget utilisation, delivery progress, portfolio summary status, portfolio progress status, countries’ implementation, global engagements and participation, procurement progress and travel profiles. 



Delivery: Generate quarterly project progress reports and programme management and risk profile reports. 



Results: Generate Bi-annual (six monthly) reports of country portfolio and programme results. 

Generate annual reports of regional portfolio review, country portfolio review, programme results report, impact pathway evidence reviews, SDG results, youth and small states. 

Analysis: 



On Demand: Generate on-demand reports 

3.1.5 Countries 

Profiles: 

Context: 

Actions and Results: 

 

3.1.6 Closure and Evaluation (C&E) 

Review Register: 

Review Management: response action plan 

Utilisation Monitoring: 



3.1.7 Admin 

Staff: View details of users by Directorate/Division

User Role: Manager roles and privileges 

Strategic Plans: Manage strategic plans both current and past 

Export: export data to coda, export reports, export monitoring data 

Users, roles and division: Manage both internal and external uses, user roles and divisions. 

Organisations and Contact: Manage contact information of external organisation 

Geographic: manage country and region information. 

Development classification: Manage country classification groups 

Cross cutting Criteria: Manage project criteria classification based on youth, human rights and gender criteria. 

System parameter: Application Configurations 



3.1.8 Guidelines 

PDF Guidelines, training videos/ links to e-learning platform and FAQs and Help Directions
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