
 
 
KICK OFF MEETING – M&E Checklist  
 
1. Review of the core documents  

a. Have a general understanding of the project cycle management, the specific 
project, LFA (results and activities), implementation strategy and approach  

b. Develop a detailed activity implementation plan with clear outputs  
c. Identify and/or identify key indicators to monitor progress  
d. Develop a check list of all the means of verification, data collection tools and 

formats for the project  
2. Budget  

a. Review of all budget lines – Activities, Travel and logistics, Security, Human 
resources, Equipment and supplies, etc  

b. Provide explanatory notes on the budget lines in terms of details of utilization, 
responsible persons and timeframe;  

c. Develop periodic financial forecasts depending on the specific requirements – 
identify periodic monitoring responsibilities  

3. Logistics and administration support  
a. Human Resources – identify the gaps and develop a work plan on how and 

when to fill, responsibilities and timeline  
b. Procurement – draw a procurement plan, identify all the necessary steps 

(derogations if relevant) for the procurement to be done, responsibility and 
timeline  

c. Ensure that all key staff involved with the procurement are aware of the 
compliance requirements  

4. Monitoring and reporting (during and after the project)  
a. Identify all the means of verification as stipulated in the proposal and 

activities 
b. Identify reporting requirements – programmatic and financial  
c. Identify the reporting frequency and matrix for internal purposes  
d. Identify the reporting frequency and formats/tools for the donor  
e. Develop a monitoring and evaluation plan and matrix  

5. Visibility  
a. Identify the visibility strategy and draw the plan (timeframe & responsibility) 

and ensure that all staff involved are aware of the visibility guidelines 
6. HAP & Coordination 

a. Identify any gaps in the understanding of HAP requirements – how to fill the 
gaps (if any), by who and when?  

b. Identify how to mainstream HAP in the project, who is responsible for 
reporting needs 

c. Establish /identify the existing and relevant coordination for the project and 
identify who is responsible for ensuring representation 
 

7. Compliance requirements  
a. Review the Grant agreement, check for all the compliance requirements 
b. Take the key staff through all the donor rules and regulations 


