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1 Introduction

The Procedures Manual describes the management and Quality Assurance system
in force for the provision of consultancy services for the Project: Capacity Buil d-
ing of the Environmental Conservation Department, MTDEST, Sabah.

The purpose of the Procedures Manud is to present in one document the proce-
duresto be applied by all Project Team Membersin order to ensure the qudity of
the services to be rendered, and to define the responsibility and authority of al key
personnd within the project.

Revisions may be initiated by anyone involved in the Project. Proposed revisions
shall be submitted to the Chief Technica Advisor for evauation. If accepted by
the Project Management Group, the Chief Technical Advisor shall incorporate and
distribute the revision for final approva by the Project Steering Committee.

We have tried to prepare a Procedures Manual that takes into account the specific
features of a capacity building project. We hope the Manua will guide the Project
Steering Committee, the Project Management Group, the internationa and local
consultants and the Head Office support staff in undertaking the Project in an effi-
cient, smooth and flexible manner.
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The Executing
Agency

The Implementing
Agency

The Client and Fi-
nancing Agency

2 Project Organisation, Institutional Relationships

& Responsibilities

2.1 Identification of the Parties Involved

Ministry of Tourism Development, Environment, Science & Technology

(MTDEST)

Sabah Bank Tower, 5", 6™ and 7" floor

Wisma Tun Fuad Stephen

88300 Kota Kinabalu, Sabah, East Maaysia
Represented by: Ms. Monica Chia, Permanent Secretary

Environmental Conservation Department (ECD)
Tingkat 2 dan 3, Wisma Budaya

Jalan Tunku Abdul Rahman

Bag Berkunci No. 2078

88999 Kota Kinabau, Sabah, East Maaysia
Telephone: 088 - 251 290

Telefax: 088 - 238 120

Represented by: Eric Juin, Director of ECD and Yabi Yangkat, Project Director &

Deputy Head of ECD

Ministry of the Environment and Energy, DANCED
In Copenhagen:

Strandgade 29

DK-1401 Copenhagen K, Denmark

Telephone: +45-32 66 01 00

Telefax: +45-32 66 04 79

Represented by: Ms. Pernille Dueholm

In the Project Country:

Royal Danish Embassy

Wisma Denmark, Denmark House

22nd Floor, 86 Jdan Ampang

50728 Kuaa Lumpur, Mdaysa
Telephone: + 60- 3 - 202 20 01
Telefax: + 60- 3-202 20 12

Represented by: Ms. Inge Marie Lorenzen
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The Consultant

Project Steering
Committee

COW!I Consulting Engineers and Planners AS

In Denmark:

Gladsaxevej 372

DK-2860 Sdyorg, Denmark

E-mail: jtp@cowi.dk

Telephone: + 45- 4597 2211

Telefax: +45-4597 22 12

Represented by: Mr. Jan Torp Pedersen, Head Office Project Monitor

In the Project Country:

Tingkat 2 dan 3, Wisma Budaya

Jalan Tunku Abdul Rahman

Bag Berkunci No. 2078

88999 K ota Kinabalu, Sabeh, East Mdaysa

Telephone: 088 - 238 390

Mobile: 016 832 67 66

Telefax: 088 - 238 120

E-mail: carsten@tm.net.my

Represented by: Mr. Carsten Hollaader Laugesen, Chief Technical Advisor

2.2 Project Organisation & Responsibilities

Members of the Project Steering Committee (PSC) have been identified and the
PSC will establish itsdlf during the first Committee meeting. The PSC are estab-
lished in order to monitor and supervise the progress of the project. The identified
members of the PSC are:

*  Permanent Secretary of MTDEST, chairperson

e Permanent Secretary, Ministry of Finance

e Director, Environmental Conservation Department

»  Director, Drainage and Irrigation Department

»  Director, Department of Environment

»  Director, Department of Agriculture

»  Director, Forestry Department

e Director, Department of Fisheries

»  Director, Land & Survey Department

e Director, Regiona Town and Country Planning Department
* Director, Natural Resource Office

»  Director, Wildlife Department

»  Director, Civil Services Department

»  Director, State Economic Planning Unit

*  Representative from Federal Economic Planning Unit
*  Representatives from DANCED.
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Project Management
Group

Project Monitor

Quality Assurance
Team

The Project Management Group (PMG) will plan dl activitiesin order to have the
activities implemented in accordance with actua needs. The PMG will regularly
up-date the Project |mplementation Plan, reported to and approved by the PSC.
The PMG will function as secretariat to the PSC. The PMG will ensure that PSC
meetings are called every six months. The PMG will co-ordinate the meeting
agendawith ECD and DANCED and forward relevant reports to dl PSC members
at least three weeks before each meeting.

The Project shall be implemented in accordance with the contract entered into by
DANCED and COWI. Within the framework of the resources laid down in the
Contract, the PMG shall be responsible for the management of the consutancy
sarvices, including:

* Mohilisation of the consultancy experts and support facilities

*  Management of al Technical Assistance (TA) experts and support staff

»  Liaison with the Executing Agency and the Implementing Agency, other pro-
jects, the Client's representative in the Project Country, and others

»  Preparation of the reports specified in the Contract

e Co-ordination of the contact between the TA Team, the QA Team and the
Technicad Back-up Team, respectively.

The PMG consists of

* Mr. Yabi Yangkat, Project Director, Deputy Head of Department, ECD
*  Mr. Carsten Hollaader Laugesen, Chief Technica Advisor, COWI.

The PMG will report directly to the Director of ECD.

The Project Monitor will be responsible for the Consultant's Head Office
Monitoring that will be undertaken as a continuous process of periodic review and
supervision of Project implementation. The Consultant's monitoring will ensure
compliance with the contractual provisions of the Project with regard to staffing
inputs, timely delivery of quality assured outputs, and financial expenditures (in-
cluding modifications to the contractual provisionsif any, such as re-allocation of
funds from contingencies, etc.). The responsibilities of the Project Monitor are
described in more detail in chapter 5. The Project Monitor is

e Mr. Jan Torp Pedersen, Head of Natural Resource Department, COWI.

The Quality Assurance (QA) Team is responsible for (i) on-site QA audit of the
overal fulfilment of Project Objectives. (ii) QA review of Technica Reports pre-
pared in the course of the project. (iii) Onsite QA audit of the Project information
management and document control systems set up by the PMG. The responshili-
ties of the QA Team are described in detail in chapter 8. The QA team includes
the following permanent COWI staff:

*  Mr. Henrik Kaegaard, Head of Human Resource Department, COWI, Head

of QA Team
e Ms. Lene Denver, QA Expert, COWI
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Technical Back-up
Team

*  Mr. Claus Correll Rebien, Evaluation Expert, COWI
e Mr. Lars Peter Christensen, Head of Ingtitutional Development Department,
COWI.

The Technical Back-up Team are established in order to provide swift and smooth
technical support in al aspects of technical consultancy required, that may be-
come necessary in addition to the services that is provided by the Technica
Assistance team. The Technical Back-up support will be mobilised by the CTA
and the Project Monitor. The Technical Back-up team includes the following
permanent staff of COWI:

e Mr. Jens Lorentzen, Town & Regiona Planning Expert, COWI, Head of
Technicd Back-up Team

*  Mr. Jacob Simonsen, Environmental Lega Expert, COWI

e Mr. Anders Randlav, Head of Environmental Assessment Department,
COWI.

Additiona specidists can and will be included, if and when the need arises.
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Project Steering
Committee

Project Management
Group

ECD dtaff

Stakeholders

TA

3 Lines of Communication

3.1 Project Meetings and Co-ordination

The Project Steering Committee (PSC) shall monitor and supervise the progress
of the project and must approve al major changes related to the project implemen-
tation. In accordance with the Project Document, the PSC meetings are caled
every six months by the Project Management Group (PMG) or when the need
arises. The PMG will co-ordinate the meeting agenda with ECD and DANCED
and forward relevant reports to the relevant parties.

The first meeting of the PSC will take place at the end of the three-month inception
period.

The Project Management Group (PMG) will submit the Inception Report and the
revised Project Document to all Committee Members. The PMG will also prepare
the Procedures Manual, in accordance with DANCED Guidelines, for presentation
at the first PSC Meeting. The revised Project Document approved by the PSC
shall constitute the sole implementation document for the project. The Project
Document shall be reviewed and up-dated semi-annually (or more frequently if
necessary).

Severa Inception Workshops will be held during the inception phase. All ECD
staff will be closdly informed on and involved in al Project activities.

All key stakeholders will be kept informed on and involved in Project
implementation. This will be done through (i) the semi-annua PSC meetings, (ii)
continuous briefings on project activities and opportunities to al members of the
PSC, (iii) active involvement of stakeholder staff in project activities.

Kick-off introduction meetings have been organised in Denmark by the Chief
Technical advisor (CTA) to ensure that the international Technical Assistance
(TA) Team members are aware of and understand the concepts of the Project and
the setting in which it is to be implemented. Throughout the Project, initiation
meetings shdl be held with thelocal and international TA Team Membersto dis-
cuss choice of methodology, objectives, indicators, activities, etc. Specific Terms
of Reference (TOR) will be developed for al TA input to the Project.
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DANCED

COWI Head Office

Inception Planning

Semi-annudly planning

Project Reports

Technica Reports

Additional Reports

10

All requests for changesin Project objectives, outputs and input will be forwarded
to Danced Copenhagen through DANCED Kuda Lumpur (see chapter 3.4).

The Project Monitor will receive and be consulted concerning on al main Project
Reports, minutes of meetings, request for Project changes. The Head of QA will
receive and be consulted concerning all main Technical Reports. The Project
Monitor and the Head of Quality Assurance (QA) will visit the Project on mini-
mum six occasions.

3.2 Project Planning

Within the first three months of the project period, the Inception Report shall be
prepared specifying the outputs and activities to be undertaken throughout the
Project including a Project Implementation Plan showing the timing of these output
and activities. The Inception Report shall be presented to the Project Steering
Committee for approval.

The outputs, activities and inputs planned in the Inception Period will be reviewed
and if necessary adjusted every Yyear. This will be documented for goproval by
the PSC through the semi-annually Progress Reports.

3.3 Project Reporting

It shall be the responsibility of the PMG to make sure that the required reports are
prepared and submitted in accordance with the specifications of the Revised Pro-
ject Document.

The following Project Reports will be made by the PMG:

*  Inception Report

*  Revised Project Document

»  Project Procedures Manual

*  Semi-annudly Progress Reports
»  Project Completion Report.

The Project Reports will be submitted to the PSC. All Project Reports will follow
Danced Guiddines for Reporting.

The Project will furthermore produce a number of Technical Reports which are
related to the required outputs of the Project (e.g. the Environmental Indicator Re-
ports, Environmental Guidelines and Manuals). These will be distributed to the
PSC and al relevant stakeholders.

Findly will the following additional Reports concerning Project Monitoring and
QA be produced:

e Monthly Financia Status report on expenditures held in the Project Country
from the CTA to COWI Head Office
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Changes approved by
the PSC

Contractual Changes

*  Quarterly Financia Status report on dl expenditures held from COWI Head
Officeto the CTA
e Mid-term on-site Quality Audit Report by the Head of QA.

3.4 Project Changes
Project changes can be defined as:

Changes, which may be approved by the PSC i.e. everything that does not imply
changes in the contract between COWI and DANCED or which has to be go-
proved by DANCED Copenhagen. Proposals for project changes for PSC ap-
prova will normally be submitted to the PSC through the semi-annually Progress
Reports

Changes of contractual TA mattersi.e. change of staff, change of length or timing
of input, other contractua changes will, after being cleared by COWI Head Of-
fice be forwarded to DANCED Kuala Lumpur and DANCED Copenhagen. The
CTA will at the request of the PMG prepare a written proposal for these changes.
The proposd shall be prepared as aletter indicating (i) justification or background
for the proposal being prepared, (i) summary description of the work, (iii) calcula-
tion of resources (person-hours) and consequential budget. A copy of any go-
proved changes shall be sent to COWI Home Office for contracting, invoicing
and budgeting purposes.
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Project staff

International consult-
ants

Local consultants

TOR

Reporting

4 Staff Rules

The Project includes (i) international consultants and (ii) local consultants, both
defined in the Contract between DANCED and COWI.

International consultants that are COWI permanent staff are governed by the be-
low, the Terms of Reference (TOR) and COWIs general employment conditions.
Externa contracted international consultants are governed by the below, the TOR
and individual employment contracts.

The Project contract is based on a DANCED long-term contract. Inputs for peri-
ods of less than one month shall be calculated on a caendar day basis with one
caendar day being equivaent to 1/30 of a month. The monthly fee is based upon
30 days in the recipient country (including travel to and from the country) and fol-
lows the loca working hours. No home office time is alocated.

All Short Term staff must make a monthly time sheet showing day and time of
travel from home office, day of return travel and time of arrival a home office,
daysin and out of station and any days of illness or leave days. A time sheet can
be obtained from the Chief Technica Advisor (CTA) and the filled in time sheet
must be signed and approved by the CTA. All time sheets must be sent to
COWIs Head Office with a copy to the CTA.

COWI receives a daily alowance amount from the client for all meals and living
expenses while in on the project (travelling or posting). Additiona hours are calcu-
lated per full hour at 1/24 of the rate. Hotd hills should preferably be paid for with
the COWI CTA's credit card. The hotel should specify the bill in the following
groups. Room & laundry, Communication, and Meals & other expenses.

For local consultants individual contracts and agreements between the consultant
and COWI will be made.

TOR will be made by the Project Management Group (PMG) for al short-term
inputs of international or local consultants.

In addition to any Technical Report specified by TOR, al consultants are required

to make a short status report of activities undertaken, outputs reached and plan
ning of up-coming activities after each assignment
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Objectives

Monitoring of Project
Reports

Monitoring in relation
to the Environmentd
Conservation De-
partment

5 Project Monitoring

COWI Head Office Project Monitoring will be undertaken as a continuous
process of periodic review and supervision of Project implementation.

The Project Monitoring will ensure compliance with the contractual provisions of
the Project with regard to staffing inputs, timely delivery of quality assured out-
puts, and financial expenditures (including modifications to the contractua provi-
sionsif any, suchasre-allocation of funds from contingencies, etc.). The moritor-
ing function will thereby mainly be focusing on the Project Implementation Plan,
outputs, activities and inputs.

Project Monitoring will be separate from, but closely co-ordinated with, the Qud-
ity Assurance function that primarily will focus on the fulfilment of the Develop-
ment and Immediate Objectives, on the qudity of Technical Report and quality of
the Information and Documentation Systems used. The QA function is described
in detail inchapter 8.

In keeping with DANCED principles, Project monitoring is based on the assump-
tion that progress reports emanating from the Project will focus on any deviations
from agreed plans and budgets and on proposals for dealing with them. The regu-
lar Project reports will be key inputs to the monitoring function. The Project Moni-
tor is responsible for reviewing all Project Reports.

COWI will gtress the involvement of Environmental Conservation Department
(ECD) in al aspects of the Project implementation. Close co-ordination with ECD
will be ensured through effective communication and visits to the Project from the
COWI Head Office. The Project Monitor will undertake min. 5 visit to the Project
location during the Project Period, and the Project Monitor will paticipate in the
Inception Phase in order to establish a good contact with the involved parties from
the very beginning.

A specific programme for each monitoring visit will be prepared, but will normaly
include:

*  Maeetings with the most important stakeholders within and outside the Project

in order to clarify and meet the expectations for the Technical Assistance
(TA)
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Monitoring in relation
to the Technical As-
sistance Team

Monitoring in relation
to DANCED

Monitoring in relation
to internal COWI co-
ordination

»  Sessions with the Project Director and the Head of Department on present
and future project planning

*  Reading and commenting Project Reports and Minutes of Mestings

*  Sessionswith the Chief Technical Advisor (CTA) on project management,
financid management, interface with COWI financia reporting and budgeting,
money transfers, mobilisation of short term TA, reporting, QA, QA-plan, etc.

»  Tentative work-plan for next inputs.

All Reports and minutes of mestings will be forwarded to the Project Monitor.

A Plan for Project Monitoring visits to the Project in Sabah has was agreed upon
by COWI and DANCED. The Planisshown in Table 5.1.

Table 5.1. Plan for Pro'lect Monitorini, Pro'lect Contract, 1999

1 In the Inception Period (end of 2 : month) 2 weeks
2 Between Project Month 4 and 6 2 weeks
3 Between Project Month 8 and 12 1 week
4 Approx. Project Month 18 1 wesk
5 Approx. Project Month 30 1 week

The Project Monitor will establish effective communication links with the TA-team
to ensure continuous and close liaison with the CTA and other TA team members.
In addition to the aforementioned Project reports, the monitoring will be based on
financid reports and ad-hoc notes from the Project team, and on additiond infor-
mation, which may be solicited at any time. The Project Monitor will assst in no-
bilisation of staff and in change in staff if proved necessary.

The Head Office Monitoring function will be undertaken in close liaison with
DANCED Copenhagen and DANCED Kuala Lumpur, as appropriate.

The Project Monitor will finally cover the internd COWI co-ordination. Rdated to
this, the Head Office Project Monitor will liase closely with the Head of the Tech
nical Back-up Team. Thiswill help facilitate the TA team in Sabah to draw on the
corporate pool of experience and expertise available in the COWI, in an effective
manner. Similarly, the Head Office Project Monitor will liase closely with the Head
of the Quality Assurance Team to ensure continuous synergy between monitoring
and quality assurance. The Project Monitor will co-ordinate transfer of funds to
the Project and expenditures held at the Head Office levd.

The Project Monitor shall be responsible for the establishment of a separate Head

Office filing system comprising files relating to the financial management of the
project and files relating to the staffing of the project including sub-consultants.
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Objectives

Contribution

Flow of funds

Invoicing

6 Financial Procedures

The purpose of this chapter is to give a description of the accounting procedures
of the Project. The chapter shall be used as a reference by the project staff, the
auditors and the DANCED representatives.

The project accounting shall meet three specific objectives. The accounts system
shdl provide

» for accurate and timely financia reporting to DANCED

» forefficient control and monitoring of the use of funds and other assets made
available to the project

»  the project management with the necessary financial information required,
ensuring efficient project implementation.

6.1 General Procedures and Responsibilities

DANCED’ s contribution is 13,385,827 Danish Kroner (DKK) including
contingencies, which at an exchange 1 Mdaysian Ringgit (MYR) = 1.85 DKK is
equivaent to approx. 7,2 million MYR.

The Government of Malaysia' s contribution in the form of saaries, allowances
and office facilities are estimated at 1,980,000 DKK equivalent to approx. 1,07
million MY R. Accounting and accounting procedures for the contributions from
the Government of Maaysia are not included in this manual.

All DANCED funds will flow from DANCED to COWI Head Office, who will
have the overall responsihility for accounting and for required auditing in relation
to the DANCED consultancy services contract. Funds for local expenditures are
upon request from the Chief Technical Advisor (CTA) transferred from COWI
Head Office into the project bank accounts in Sabah.

COWI shall send quarterly invoices to DANCED for fees and reimbursable
expenses. Fundsto COWI from DANCED are transferred according to the quar-
terly invoice less pro rata deductions of an advance payment. The quarterly state-
ment from COWI to DANCED shall include the total expenditure to date as com-
pared to the totd DANCED budget.
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Loca expenditures

Cash Handling

Account Current
Book (Debtors)

Accrued Expenses

Accumulated Project
Expenditure

Rates of Exchange

The CTA will be responsible for disbursement of the project funds for the local
expenditures, namely the following sub-ceilings. (i) Nationa consultant compo-
nent, (ii) Training, Pilot & Awareness Component, (iii) Equipment Component,
(iv) dl local expendituresin the International consultants Expenditures Compo-
nent. Bank accounts shall be in the name of the CTA. Withdrawals are made with
signatures of the CTA.

The CTA will be assisted by the Project Director, Yabi Yangkat, Deputy Head of
Department, Environmental Conservation Department (ECD), the Project Ac-
countant, Clarice Jeseus, or other staff assigned by the Director, in the administra-
tion of the Project Funds.

Only the CTA is authorised to sign for payments, and only the CTA shall keep
cash in hand. The CTA isresponsible for accounting for any advances given to
staff to meet expenditures, field allowances, etc.

There will be no income on this project and therefore no trade debtors. Advances
given to staff shall be debited in the accounts as current debtors.

The project is following a cash basis of accounting principles so expenses are
booked when paid.

The project shall keep arecord of local expenditure on the project to date. This
record shall be kept in the computerised accounting system. A report shall be
printed showing accumulated expenditure on the project to date.

The project accounts made at the Project Office in ECD shdll accumulate al ex-
penditures over the whole life of the project so no annual accounts shall be made.

The project is keeping its accounts (local expenditure) in local currency.
According to the agreement between DANCED and the recipient Government the
total project grant isin Danish Kroner.

All the budgets for expenditure in local currency have been calculated using the
rate of exchange prevailing a the date of the signing of the contract (August 1999
1 MYR = 18575 DKK). MYR expenses are converted into DKK at the exchange
rate prevailing as published by Den Danske Bank at the end of the month in which
the expense is paid by the Consultant when invoicing to DANCED. The CTA will
adjust the remaining MYR budget as according to the remaining DKK budget as
shown in the quarterly invoice and budget control sent to DANCED at the end of
each quarter.

It is noted from Appendix C item 5 of the contract that "Expense items which a)
will be incurred in the local currency and b) are not specified in terms of quality or
guantity in the budget or the scope of services are subject to two concurrent
budget cellings. The first ceiling is the budgeted amount in DKK. The second cell-
ing is the equivaent in the loca currency of the budgeted amounts in DKK based
on the exchange rate prevailing a the date of the signing of the contract between
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Chart of Accounts

Technicd Set-up

Filing and Records
Security

Cash Handling

Cashinhand

the Client and COWI. These ceilings are not affected by currency fluctuations
unless otherwise agreed.”

6.2 Accounting System and Procedures

The Chart of Accounts for the Project has been made so the computerised
accounting system can provide the necessary information for achieving its objec-
tives of external reporting, control and internal management information. It will be
used in connection with the loca expenditures only.

The Chart of Accounts has been designed to correspond to the budget linesin the
Project Document and to the contract between DANCED and COWI. The Chart
of Accountsis shown in Appendix 1.

The CTA shall be responsible for coding the account numbers on the vouchers
before being entering in the computerised accounting system by the Project Ac-
countant.

Responsibility for maintaining and updating the Chart of Accounts lies with the
Project Accountant subject to consultation with the CTA. All accounts must have
abudget line so new accounts can only be made in connection with adjustments to
existing budget lines. New budget lines are subject to approva by DANCED.

The computerised accounting system for the local expenditures, Navision
Software, has been sat up and shall be used by the Project Accountant. A con-
densed manual on the Navision accounting system is together with the system
manuals for the hardware and the software kept by the Project Accountant.

The security procedures for the computerised accounting system isincluded in the
condensed computer manual.

All manua ledgers and records shall be kept in a safe place in the account office,
for example in a safe or locked filing cabinet, when not in use. All origina docu-
ments shall be kept in safe keeping by the Project Accountant at the Project Office
in ECD. All original accounting documents will be sent to COWIs Head Office at
least every six months, where they will be kept for 5 years after the Project has
been completed. These documents are needed for the annual audit by COWIs
auditors that will take place after each calendar year, first time in January 2000 for
the year 1999.

Cash handling should be understood as: (i) cash/cheque payments to be debited
an expense account, (ii) cash/cheque payments to be debited a current debtor ac-
count, (iii) credit card payments.

The CTA and the Project Accountant shall be responsible for coding the account

numbers and booking the cash expenditure in the accounts. Items purchased shall
be paid by cheque where possible.
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Advances

Bank Reconciliation

Ongoing Procedures

For al payments a Payment Voucher and for al receipt of funds a Receipt
Voucher must be made. The procedure is set out in an Account Procedure held
by the Project accountant.

Rules for maintaining the chequebooks include the following: Chegquebooks held
at the Project Office in ECD shdl be kept in a safe place there. New chequebooks
shall be ordered under the signature of the CTA. The bank to be used will be Sa-
bah Bank Berhad. Cheque counterfoils shdl be entered immediately with the de-
tails of the cheques drawn and the initids of the CTA. Cheques that have been
drawn up but not used, for example because of an error, shall be destroyed. The
number of the cheque shall be cut out and fixed to the counterfoil with details of
the cancdllation.

All cash and bank transactions shall be entered into the computerised accounting
system.

Any advances given to staff to meet expenditures, field allowances, etc. shall be
settled through return of original receipts and vouchers.

The Project Accountant must keep a record of all advances showing who has ad-
vances and the amounts outstanding. This record will be kept in the computerised
accounting system where al outstanding advances can be seen. Advance pay-
ments shall only be given for operational costs. No persona advances or loans
shall be given. Advances shall be accounted for as soon as possible and no later
than one week after use of the advance or return from a field trip. No new advance
shall be given before the previous advance has been settled.

Funds received from COWI are paid into the project bank accounts and the bank
issues a receipt. When bank statements are received from the bank they shdl be
reconciled with the bank balances shown in the computer. Bank statements (or a
confirmation of the balance from the bank) shall always be received and recon
ciled by the end of the month and before sending the account to COWIs Head
Office.

The ongoing account procedures, that is the actua maintaining of the accounts are
asfollows:

»  Receipt and check of vouchers, cash and non cash

e Check of ddlivery of goods and services

e All checks as above include check of payment vouchers to receipts, check of
authorisation, check of account number or name, check of arithmetic

»  All vouchers shall be consecutively numbered with different number series for
cash, bank and journa vouchers

» Keying in of the vouchers in the computerised accounting system.
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Monthly Procedures

Monthly reports

Annua Procedures
and Reporting

Budgets

Budget Revisions

The monthly procedures at Project Office are:

*  All cash and bank accounts for month shall be finalised and entered into the
computer

»  All advance settlements received by the end of the month shall be entered into
the computer

*  The accounts in the computerised accounting system shall be closed as soon
as possible after the end of the month according to the instructions in the
condensed manual for the computer accounting system. A back-up copy
shall be sent within one week after the end of the month to COWIs Head Of -
fice for the purpose of invoicing loca expenditure to DANCED

*  Thebank statements shall be reconciled to the computer accounts.

The Project Accountant will print reports from Navision once a month at the end
of the month and as and when requested by the CTA or the Project Director.

The project shall not close the accounts during the project period and shall not be
making annual accounts.

The final accounts at the end of the project period shall be submitted to DANCED
within three months of the termination of the project.

6.3 Budgeting

Budgets shall be made by the PMG. The Inception Report shall include plans and
budgets for the total project period.

The overdl plans and budgets shall be revised every Yyear through the Progress
Reports.

The progress reports shall furthermore include project expenditure to date (as in-
cluded in the quarterly invoices to DANCED) as compared to the total budgets.
Deviations in the expenditures to date as compared to the budgets to date must
immediately be examined. No amounts in excess of the total budget shall be used
without prior approval.

Revisions of budget and budget lines are subject to approval by DANCED.

6.4 Audit

The quarterly invoices sent to DANCED by COWI shall be audited by a certified
accountant appointed by COWI once a year within a period of three months after
December 31.

DANCED will maintain the right to inspect the accounts for DANCED funding on
request.
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Stock

Fixed Assets and As-
sets Register

7 Project Assets

Materids and parts are purchased for immediate use only and no stocks are
expected. No stock control system will be established.

Fixed assets are termed investments. Investments are defined as al equipment
bought for an amount of MY R 5000 and above. All investments are booked in the
accounts as expenses at the time of purchase so there are no fixed assets (invest-
ments) shown in the balance sheet and there will be no depreciation costs.

All investment purchases shall be debited to specific equipment accounts.

A register of al investments shall be maintained by the Project Accountant. All
items are registered with a reference to date of purchase, investment number, de-
scription and cost.

It is not expected that any of the investments will be disposed of. Should this be
the case the investment register will be credited with a reference to a receipt or
other documentation for the disposal.

At the end of the project the equipment paid for by the grant shall belisted in de-
tail with their values before formal transfer to the Government of Maaysia.
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The QA Team

Responsibilities of the
QA Team

Objectives

8 Quality Assurance

The management performance in the present project follows the overdl principles
of COWIs Quality Management System. The procedures are adapted to reflect the
requirements of the Project.

A Quality Assurance (QA) team, which includes the following permanent COWI
staff, has been established. Mr. Henrik Kaegaard is Head of the QA Team. Fur-
thermore are Ms. Lene Denver, Mr. Claus Correll Rebien and Mr. Lars Peter
Chrigtensen members of the QA team. The Head of the QA Team will draw on the
nominated members of the Team, but may add additional inputs from the entire
pool of expertise of COWI to ensure that QA is performed to match internationa
standards.

The Quaity Assurance Team will

»  Peform an on-site QA audit of the fulfilment of the Development and Imme-
diate Project Objectives

* QA review Technical Reports prepared in the course of the project

e Peform an on-site QA audit of the information management and document
control systems set up by the PMG.

The on-site QA audit will be undertaken by the Head of the QA Team. The on-site
quality auditor is not engaged in the provision of TA to the Project and belongs to
COWIs group of experienced internal project auditors. Both these requirements
are established in order to perform a professional and independent internal QA
audit of the Project.

8.1 On-site QA audit of Development and Immediate
Objectives

The aim of the on-site internal quality audit isto monitor the degree of fulfilment of
Project Development and Immediate Objectives. The quality audit will also cover
the quality of the professiona work undertaken by long- and short-term interna-
tional and local consultants.
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I ssues and Methods

Reporting

Salf check

Interface check

QA Review

The detailed audit questions issues to be covered, and the audit methods to be
used in the mid-project on-site quality audit, will be planned and agreed upon by
DANCED, the Project Steering Committee (PSC), the Director of the Environ-
mental Conservation Department (ECD), the Project Management Group (PMG),
the Project Monitor on the initiative of the Head of Quality

Assurance (QA).

Issues for the interna quality audit can be conducted on selected outpus if re-
quested by DANCED or the PSC.

All relevant stakeholders will be involved in the QA Audit.

After the internal quality audit will the auditor prepare a report, that is distributed to
those responsible for followup activities and correctiv e actions. Response to the
report shdl be given within a set time limit.

8.2 Quality Review of Technical Reports

The responsihility for the professional consultancy service rests with the author of
the document, not with the person checking it. Self check will be carried out by the
author of the document, who always personally shall check that the document is
complete, correct, and sufficiently detailed, viz.: (i) Check that the summary is u+
ambiguous and that it reviews the recommended activities in a clear way. (ii)

Check that the contents are informative and follow the guidelines submitted by the
Client. (iii) Criticaly evaluate the most important conclusions and recommenda-
tions. (iv) Check that conclusions and recommendations are clear and adequete,
and have been provided with necessary reservations. To document this check the
initials of the author shal be written on the document.

All documents shal be written in English.

Interface check will be carried out to ensure that the documents prepared by
different consultants are not contradictory, and that the interfaces between various
elements of the Project and executed by different Team Members are well defined.
Interface check will be performed by the Project Management Group (PMG).

QA reviews shdl be performed in connection with al major Technical Reports.
The PMG will determine which Technical Reports shall undergo a QA review.

QA reviewswill be carried out to ensure that the document fulfilsinternationa
standards within the concerned professional field. QA reviews shdl be performed
by a person who is fully qualified to draw up the document to be checked, but
who has not participated therein. Theinitias of the reviewer shadl be written on the
document reviewed.

Reviews shall be conducted by specialists appointed by the Head of the QA

Team. In addition to these internal reviews by the COWI, DANCED or the Project
Management Group may decide to carry out additional external reviews.
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Approva

Document Identifica-
tion & Numbering
System

Handling of Mall

When reviews are made, a Document Review Notice shall be prepared. The com-
ments of the reviewer shall be indicated in the Document Review Notice to be re-
turned to the author of the document. Comments may also be made on copies of
the document enclosed with the Document Review Notice. Such comments shall
be examined and incorporated by the author of the document. If areviewer's
comments cannot be accepted in full, the reviewer shall be contacted for accep-
tance of the adjustments. The person who drafted the document shall write on the
Document Review Notice what has been agreed upon. Disagreement shall be
solved by the intervention of the Chief Technical Advisor (CTA). The requesting
part shall submit the concluded Document Review Notice to the CTA for filing.

When a Technical Report has been checked as planned the initias of the author
responsible for the document shall be written thereon, and the CTA shall approve
the document by signing it.

8.3 Information Management and Document Control

The Head of the QA Team will make an on-site QA audit of the Information Mar+
agement and Document Control system set up by the PMG. Below islisted impor-
tant requirement for a proper Information Management and Document Control
system.

All documents shall have a unique reference. The reference shall indicate: Job
name/number; Title of the document; Date of present issue; Initias of the pe-
son(s) who have prepared, checked and approved the document (if required); In-
dication of the exact location of the document in the dectronic files, if an dec-
tronic copy exists. The job number corresponds to that of COWI's project ad-
ministration system. The code humber shal be used to identify the study compo-
nent according to the following system:

01: Technicad Reports

02: Procedures Manua and other administrative documents
03: Inception Report and Progress Reports

04: Review Reports

05: Project Completion Report.

Further numbering and components may be defined by the PMG.

Incoming mail shall be delivered to the project secretary. Correspondence
forwarded for the attention of a named person shall be submitted to that person
immediately. Mail marked "Persona” or "Confidentid" shall be passed unopened
to the addressee. The relevant mail shdl be delivered by the secretary to the CTA
to obtain instructions regarding distribution etc.

The author of outgoing mail shall check that the mail is dated and signed and that
all enclosures are present before its dispatch, and then take the necessary action
for the document to be copied and distributed internally as required. One copy
shall always be filed in the centrd project file.
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Filing System

Handling and Layout
of Project Documents
and Correspondence

QA of Technica Re-
ports

On-dte audit

The project file shal contain all different types of Project Documents. The
documents shall be filed in ring binders, cassettes, etc. clearly marked by project
name and number. A filing key shdl be prepared indicating the exact locaion of al
types of project documents. A copy of the filing key shal beincluded in al pro-
ject binders. All editions of incoming correspondence and documents shall be
kept on file until the conclusion of the job.

The CTA shal be responsible for the establishment of filing procedures at the
Project Office. The Head Office Project Monitor shall be responsible for the es-
tablishment of a separate filing system comprising files relating to the finencia
management of the project and files relating to the staffing of the project including
sub-consultants.

Electronic Files. It shall be the responsibility of the CTA to establish and maintain
an dectronic filing system at the project office. At the home office, all Project
Documents shall be filed centrally in the project directory identified by the project
number. The project directory shall be divided into sub-directories for the differ-
ent types of documents, according to standard practice of the Consultant.

The layout of al Project Documents shall be in accordance with the COWIs sta+
dard report format, with the adjustments necessary to meet the requirements of
DANCED and/or the Project Director. The layout of correspondence documents
(letters, faxes, etc.) shall be agreed upon by the project staff.

Correspondence concerning contract changes, conceptual changes, and additiona
sarvices shall dways be signed by the CTA. Such correspondence shall aways be
discussed with and approved by the Project Director and the Project Monitor.

L etters and faxes concerning normal technical/administrative matters may be
signed by the PMG or the Project Monitor. Correspondence documents (letters,
faxes, etc.) may be prepared by al TA Project Team Members.

Minutes of meeting shall always be copied to the participants, the PMG, the Pro-
ject Monitor and other relevant parties and shall be issued within one week after
the meeting.

All correspondence shall bein English.

8.4 Timing of QA activities

QA of Technical Reports will be undertaken continuoudly upon request of the
PMG.

The on-site quality audit will be undertaken halfway through project
implementation. The internal QA audit shal preferably be placed before a
DANCED initiated Mid-term Evaluation in order to create coherence, synergy and
effective use of QA and evaluation resources.
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The Head of the QA team will perform the internal QA Audit during a 2-week on
sitevisit to the Project location.
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Appendix 1: Chart of Accounts

Table Appendix 1.1. Chart of Accounts for Local Expenditures

No Account Name Description
22100 National Personnedl Feefor loca consultants
Training, Pilot & Awareness
Activities
23100 Study Tour Study tour expenses for inter-departmenta study tour
23110 Attachment Expensesin relation to attachment programmes for ECD
Staff
23120 Seminars Expensesin relation to seminars arranged & implemented by
the project
23130 Workshops Expenses in rdation to workshops arranged & implemented
by the project
23140 Outside training Expensesin relation to participation of ECD or other project
related staff in courses, seminars, training activities outside
the department
23150 Inthouse Training Expenses in rdation to training activities undertaken in ECD
23160 Best-practice-vidts Expensesin relation to visits to other organisations with ex-
perience of arelevance to ECD
23170 Training Materid Books, manuals, guiddlines, overheads, CD-ROMS, €tc.
23180 Research Expenses in relation to research undertaken by or for ECD
23200 Planning Pilot & Awareness Expensesin relation to Pilot & Awareness implementation
activities activities
23210 Environment Assessment Pilot | Expensesin relation to Pilot & Awareness implementation
& Awareness activities activities
23220 Monitoring & Enforcement Filot | Expensesin relation to Pilot & Awareness implementation
& Awareness activities activities
23230 Communication & Awareness Expensesin relation to Pilot & Awareness implementation
Pilot & Awareness activities activities
23240 ECD Pilot & Awareness activi- | Expensesin relation to Pilot & Awareness implementation
ties activities
Project Equipment
24100 Equipment GI S software, satellite images, work stations, printers, tc.
Inter national Transportation
25100 CTA Air tickets Incl. airport tax, taxi to/from airport
25110 Short Term Air tickets Incl. airport tax, taxi to/from airport
25120 Excess Luggage
25130 Shipment Personal Freight Freight incl. mohilisation expenses for long term consultants
Local Travel
25200 Domestic Travel Domestic air tickets & locd transport
25210 Out of Station Subsistence Out of Station Subsistence (not short term consultants)
25220 Out of Station Hotel Hotel room expenses (not short term consultants)
Accommaodation
25300 Housing CTA House rent and security
25310 Housing Long Term House rent and security
25320 Hotel Short Term Hotel room & laundry

YW




Procedures Manual: Capacity Building of the Environmental Conservation Department 27

Subsistence

25400 Subsistence Long Term first Subsistence long term consultants for the first month
Month
25410 Subsistence Short Term Subsistence
Medical Insurance
25500 Medica Insurance Long Term | Insurance incl. vaccinations
25510 Medical Insurance Short Term | Insurance incl. vaccinations
Project vehicles
25600 Petrol Petrol
25610 Repairs Car repairs & spare parts
25620 I nsurance Car Insurance
25630 Car rentd Incl. taxi
Office Operation
25700 Stationery & consumables Stationery & office supplies
25710 Communication Incl. postage, courier, mail (CTA & project office)
Int. Transport CTA Family
25800 CTA Family Air tickels Incl. airport tax, taxi to/from airport
25810 Shipment Personal Freight CTA family freight incl. mobilisation expenses
25820 Insurance Freight insurance
25830 School Allowance School fees & other school expenses
Head Office expenses
26100 Air tickets Air tickets Head Office staff incl. airport tax & taxi to/from
airport
26110 Medicdl insurance Insurance incl. vaccinations
26200 Hotel Hotel room Head Office staff
26210 Subsistence Subsistence Head Office staff incl. phone
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Appendix 2: TOR

TOR for Project Director; Capacity Building of ECD

Position

Project Director

Reporting Relation-
ship

Project Steering Committee (PSC) on implementa-
tion of project
Director, ECD on administrative issues

Responsibilities

Overal responsible for project management and im-
plementation

Overdl responsible for Government of Sabah inputs
Responsible for reporting to PSC

Specific Tasks As-
signed

Co-ordinate project implementation

Revision of project implementation plan

Establish links between ECD and the consultants
Establish links to other major stakeholders

Set up project management unit facilities

Establish links to Project Steering Committee
Preparation of Revised Project Document
Preparation of Inception Report, Progress Reports
and Completion Report

Quadlifications

Work Location

Experience with project management, capacity build-
ing, training and human resource develo pment

Head of Divisionin ECD

Other experience, including in the following areas:
environmental management, environmenta impact
assessment, environmental policy/legidation a Sabah
State leve, inter-agency co-operation, database man+
agement

ECD, MTDEST

Duration

Haf-time over 36 months
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TOR for the Chief Technical Advisor (CTA); Capacity Build-

ing of ECD

Position

CTA

Reporting Relation-
ship

cowl
Danced Madaysia
ECD on Project Implementation

Responsibilities

Responsible on behaf of COWI for all DANCED
inputs

Advise Project Director on manage-
ment/administration of project implementation

Specific Tasks As-
signed

Establish links between ECD and COWI

Assist the Project Director in a matters concerning
project implementation

Assig in establishing and maintaining links to major
stakeholders

Assig in establishing and maintaining links to the
Project Steering Committee

Assist in preparation of Inception Reports, Progress
Reports and Compl etion Report

Prepare Procedures Manual

Plan and organise input of the Environmental Man-
agement Advisor

Plan and organise inputs from all short term adwvi-
sors, foreign and local

Provide main advice and input for output 1. Sabah
Environmental Indicators Reports; output 2: Pro-
posd for Environmental Policy; output 4: HRD Plan
for ECD; output 8: Generd EIA Handbook; Output
11: EIA Compliance Survey; output 17: C&A Stra-
egy and activities; output 18: Project Lesson
Learned Dissemination; all outputsin relation to
Training

Qudifications

Project management experience, preferably from
implementation of natural resources/biodiversity
conservation projectsin South East Asia
Considerable experience relating to capacity buil d-
ing, human resource devel opment and public institu-
tion development

Other experience, including in the following aress,
environmental management issues, environmenta
policy legidation; enforcement and monitoring; inter-
agency co-operation; database management

Work Location

ECD, MTDEST

Duration

36 months
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TOR for Environmental Management Advisor; Capacity
Building of ECD

Position Environmental Management Advisor

Reporting Relation- CTA

ship

Responsibilities Oversee the overdl planning and implementation of

the outputs listed below

Specific Tasks As- Plan and prepare for implementation of output 3:
signed Proposal for an overal Conservation Strategy; out-
put 5: Review of the CEE; output 6: Research Strat-
egy and activities; output 9: EA Guiddines; output
10; Manual on EIA Auditing Procedures; output 22:
Establishment of GIS

Provide main advice and input for the above men-
tioned outputs

Assist the CTA in implementation of al other ouput
when required

Assist Project Management Group on any tasks as-
signed

Assist in day-to day project management
Quadlifications Long term experience in environmental management,
preferably from implementation of natural re-
sources/biodiversity conservation projects in South
East Ada

Considerable experience relaing to EIA, GIS, re-
mote sensing, environmental policy and legisation,
enforcement and monitoring

Other experience, including in the following aress;
capacity building, inter-agency co-operation; data-
base management, information management Strate-

gies
Work Location ECD, MTDEST
Duration 18 months
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