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Project Background: 
 
As one of the fastest growing economies, Bangladesh has made robust progress in social and economic 
parameters, maintaining a consistent GDP growth in the last three decades. The country has achieved lower-
middle income status in 2015. The poverty rate dropped from 40 to 24.3 percent from 2005 to 2016, according 
to the Household Income and Expenditure Survey. Human development outcomes have also significantly 
improved in many dimensions. Among other things, the country has also made a strong economic recovery from 
the impact of COVID-19 pandemic. 
Bangladesh is considered as one of the most vulnerable countries to the effects of climate change, with high 
susceptibility to extreme weather events like cyclones, floods, and storm surges. Extreme heat, sea level rise, 
strong winds, and droughts are also part of the climate and geophysical hazards that the country faces. Despite 
making small contributions to global greenhouse gas (GHG) emissions—less than 0.21 percent of the total in 
2020—Bangladesh ranks seventh among 180 countries on the list of the economies most affected by climate 
change from 2000 to 2019, according to the Global Climate Risk Index.   

Cottage, Small and Medium enterprises are critical for the growth and development of Bangladesh. According 
to the Bangladesh Bureau of Statistics (2012), the country had 42,792 active manufacturing units of which 40.6 
percent were microenterprises, 36.6 percent were small enterprises, and 14.3 percent were medium-sized 
enterprises based on the criteria of total number of employees under the national CSME definition. These CSMEs 
contributed more than 25 percent of the country’s GDP and 40 percent of the manufacturing output in 2014. The 
CSMEs also provide 56 percent of the country’s total employment. However, the sustainable growth of the MEs 
is hindered due to the lack of targeted policies and institutional constraints. On the other hand, MEs are unaware 
of resource inefficiencies, cleaner production practices, and access to finance to adopt climate-resilient RECP 
and green practices. MEs also often follow unsafe practices that expose workers to occupational health risks 
and produce contaminated products. 
Palli Karma-Sahayak Foundation (PKSF) is mandated for poverty alleviation through the generation of 
sustainable employment by providing appropriate financing, skill training, and other necessary services. As a 
second-tier organization, PKSF implements all programs and projects through its Partner Organizations (POs) 
all over the country. PKSF has more than 200 active Partner Organizations across the country.  
PKSF launched its Microenterprise program titled 'Agrosor' to extend financial services to the progressive clients 
of its Partner Organizations (POs) for undertaking enterprises that require bigger funds. PKSF defines an 
economic entity of BDT 0.1 million to BDT 20.0 million of investment, excluding the value of land and building, 
and partial or full-time employment of less than 100 persons, is considered as a microenterprise. The total 
number of microenterprise borrowers in the 'Agrosor' program is around 2.60 million. This ME loan has been 
distributed throughout the country by PKSF in four major sub-sectors that are agriculture, services, processing, 
and trade. 
PKSF is now implementing several projects supported by development agencies including IFAD, World Bank, 
and Asian Development Bank (ADB). The Sustainable Enterprise Project (SEP), funded by the World Bank, 
focuses on the adoption of environmentally sustainable practices by targeted microenterprises. Building on the 
success and lessons learned from the SEP, PKSF is going to implement a project titled ‘Sustainable 
Microenterprise and Resilient Transformation (SMART)’. 

The SMART project focuses on providing support to microenterprises operating in agribusiness, manufacturing, 
and services, with a specific emphasis on environmentally stressed areas susceptible to climate change and 
natural disasters. Additionally, the project aims to foster changes within the microcredit ecosystem, encouraging 
the development of environmentally friendly businesses and the adoption of operational safety standards within 
microenterprises. The Project places significant emphasis on capacity building, technology adoption, knowledge 
dissemination, and behavioral change among microenterprises. This multifaceted approach ensures the 
promotion of green growth solutions that are both sustainable and beneficial for the environment. 
To maximize environmental and climate co-benefits, SMART project laid out interventions based on priority 
principles, including business clusters, pollution reduction, ecosystem preservation, economic and climatic 
vulnerability, and potential for replication and scaling. 
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Project Title: Adopting Resource Efficient and Cleaner Production (RECP) technologies and practices for 
resilient green growth of Dry Fish processing Microenterprises

Project Duration: 3 Years 4 months (20 February, 2025 to 30 June, 2028)

Project Coverage area:

SMART Project working areas are Cox’sBazar Sadar-01, 
Cox’sBazar Sadar-02, Kutubdia Sadar, Dhurong, 
Moheshkhali Sadar, Kalarmarchara, Matarbari, 
Badarkhali, Teknaf, Hnila and Sonarpara branch under
Cox’sBazar Sadar, Kutubdia, Teknaf, Moheshkhali, 
Chakaria, Ukhiya Upazilla of Cox’sBazar District. 

Target Beneficiaries: 1000MEs. 

Goal of the SMART Project:
To increase resource-efficient and resilient green 
growth of microenterprises (MEs)

Specific Objectives of the Project:
● To adopt resource efficient and good practices in 

dry fish production 
● To increase the technical know-how and capacity of MEs
● To increase safe dry fish production and market promotion
● Promote circular economy in waste management (organic and plastic waste) 

The Stakeholders:
Direct stakeholders were target beneficiaries and indirect stakeholders were Government officials, Dept. of 
Fisheries, Govt. Agriculture Officials, Dept. of Environment, Forestry & Climate Change, Fisheries Researchers, 
DRRO authority, BORI, BFRI, Dry Fish Producers Association, Boat owners Association, UP 
members/Chairman, Councilors/Mayor, Political Leader, Social Leaders, Bangladesh Navy, Coast Guard, 
District Administration, PKSF and World Bank etc. 

Number of Districts Number of Upazilla
01 06

Branch Union
11 20
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Project Agreement and Supportive Documents:  
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Project Management Organogram: 
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Subject: Terms of Reference (ToR) 
 

A. Position Title: Project Manager (PM) 
B. Position Objectives: The implementation of SMART Project. 

 

COAST Foundation is implementing a sub-project titled ‘Adopting Resource Efficient and Cleaner Production (RECP) 
technologies and practices for resilient green growth of dry fish processing microenterprises’ as a part of the ‘Sustainable 
Microenterprise and Resilient Transformation (SMART)’project. This sub-project aims to increase resource-efficient and 
resilient green growth of microenterprises (MEs) under Dry fish processing and trade sub-sector. The project is jointly 
financed by the World Bank, Palli Karma-Sahayak Foundation (PKSF), and COAST Foundation. The Project will be 
implemented across Cox’sBazar district (Cox’sBazar Sadar, Kutubdia, Teknaf, Moheshkhali, Chakaria and Ukhiya Upazilla). 

C. Specific Responsibilities  
The ‘Project Manager’ is responsible for overall implementation, supervision and monitoring of the project at the field. His/her 
duties and responsibilities, which are essential but not limited to: 
Sl. Task Standard of Accepted Performance (SOAP) 

1 Strategic planning & 
coordination 

 S/he will ensure the project activities are well-planned, scheduled, and 
effectively coordinated among team members and stakeholders. 

 S/he will allocate the resources and utilized efficiently and effectively to achieve 
project objectives.   

 S/he will provide clear strategic direction to the project team 
 S/he will ensure to implement Project activities according to the approved work 

plan and timelines.  
 S/he will be monitoring regularly of project progress against objectives and 

targets. 

2 Budget control and 
implement the proposal 

 S/he will analyze and control the project budget. 
 S/he will strictly maintain the donor & organization financial rules & regulation. 
 S/he will properly maintain the budget of the project activities. 
 S/he will properly implement the SMART Project Proposal 

3 Training/workshop/budget 
 S/he will prepare training module. 
 S/he will prepare training schedule & curriculum. 
 S/he will prepare training budget 

4 Staffs supervised 
 S/he will follow up staffs. 
 S/he will provide staffs skill orientation. 
 S/he will properly guide her/his staffs 

5 Stakeholder and Donor 
communication 

 S/he will well communicate with donor. 
 S/he will well communicate with all kinds of stakeholder. 
 S/he will communicate with beneficiaries. 
 S/he will communicate with Govt. and on-Govt. Office/Organization/Institute 

5 Site Visiting 

 S/he will visit beneficiary living area of dry fish cluster and who are affected by 
Climate Change. 

 S/he will Confirm the specific beneficiary who are get benefit from the 
SMART project. 

 S/he will maintain the criteria of PKSF and IE management for beneficiary 
selection. 

6 Properly check the financial 
registers 

 S/he will check all kinds of financial registers. 
 S/he will suggest keeping up date all financial records. 
 S/he follows up the financial activities 

7 Program visit and market 
linkage improvement 

 S/he will visit field to monitoring program and financial activities. 
 S/he will follow up her/his staffs in the field. 
 S/he will visit different place to improve product market. 
 S/he will join market related activities 

8 Report Prepared  S/he will prepare monthly financial report for Donor/organization. 
 S/he will prepare every quarterly report for donor requirement. 

9 Case study and news 
article prepared 

 S/he will prepare Case study quarterly for donor. 
 S/he will prepare News article every month for donor/organization 
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10 Advancing Planning and 
budget analysis 

 S/he will prepare Yearly, Half Yearly, Quarterly and Monthly plan. 
 S/he will analyze the program and budget. 
 S/he will prepare the program planning. 
 S/he will prepare reporting submit plan 

11 Keeping assets in 
good quality 

 S/he will ensure the assets and monitored. 
 S/he will submit assets report monthly to the donor/organization. 
 S/he will help to preserve all the project documents 

12 Monitoring Program & 
activities 

 S/he will provide supportive supervision to project staff 
 S/he will monitor the program and activities. 
 S/he will monitor the financial activities of all staff expenditures. 
 S/he actively coordinates with other team members to implement the project 

activities and strengthen the Environment Club (EC) sustainably. 
 S/he will monitor Progress against the projects logical Framework. 
 S/he is identifying challenges and addressing possible pressures. 

13 Disaster related activities 

 S/he will provide support to the groups about the disaster preparedness and will 
take part to the relief activities in the group or out of group of the community 
when necessary. 

 S/he will also be involved with the selection process for any disaster victims. 
 S/he will be involved any kind of disaster related activities if there will be any 

Instruction from the management. 

14 Other Responsibilities  S/he will have to do official assignments when instructed by the 
supervisor or Higher Management. 

 
 

D. Planning: 
S/he will prepare advance planning of the daily, weekly & monthly plan and submit to his/her 
1st supervisor DD- En.D as well as his/her 2nd supervisor Director. 

 
E. Reporting: 

S/he will be reportable to his/her 1st supervisor DD- En.D and his/her 2nd supervisor will be Director. 
 

F. Appraisal and Review: 
Every six months this ToR will be reviewed after conducting the appraisal process.  
 
 
 
Thanking you, 
 

 
 
 
 
 

Sanat Kumar Bhowmik 
Deputy Executive Director,  
COAST Foundation. 
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Subject: Terms of Reference (ToR) 
 

A. Position Title: Environment and RECP Officer 
B. Position Objectives: The implementation of SMART Project. 

 

COAST Foundation is implementing a sub-project titled ‘Adopting Resource Efficient and Cleaner Production (RECP) 
technologies and practices for resilient green growth of dry fish processing microenterprises’ as a part of the ‘Sustainable 
Microenterprise and Resilient Transformation (SMART)’project. This sub-project aims to increase resource-efficient and 
resilient green growth of microenterprises (MEs) under Dry fish processing and trade sub-sector. The project is jointly 
financed by the World Bank, Palli Karma-Sahayak Foundation (PKSF), and COAST Foundation. The Project will be 
implemented across Cox’sBazar district (Cox’sBazar Sadar, Kutubdia, Teknaf, Moheshkhali, Chakaria and Ukhiya Upazilla).  

C. Specific Responsibilities  
The ‘Environment and RECP Officer’ will work under the direct supervision of the Project Manager and will undertake 
following duties and responsibilities, which are essential but not limited to: 

Sl. Task Standard of Accepted Performance (SOAP) 

1 Planning, Monitoring, 
and Supervising 

 S/he will provide technical inputs on environment, RECP, climate vulnerability for project 
planning 

 S/he will contribute to the development and implementation of monitoring plans and tools 
 S/he will identify potential environmental related risks and propose mitigation strategies to 

the Project Manager. 
 S/he will support the Project Manager in ensuring project activities are implemented with 

the SMART Project guidelines. 

2 Awareness raising 
activities 

 S/he will develop awareness-raising materials 
 S/he will conduct engaging awareness sessions, workshops, and campaigns 
 S/he will utilize participatory methods to ensure active engagement and understanding 

among MEs. 
 S/he will document all awareness activities 

3 Training/workshop 

 S/he will develop training modules on environment, climate-resilient RECP, and climate 
vulnerability 

 S/he will deliver interactive and hands-on training sessions to MEs 
 S/he will adapt training content and delivery methods to MEs.  
 S/he will assess the effectiveness of training through pre-test and post-test  
 S/he will maintain comprehensive records of training  

4 
Facilitate MEs to 
implement RECP 
practices 

 S/he will provide technical guidance and support to MEs  
 S/he will assist MEs for implementing identified RECP measures  
 S/he will link MEs with relevant resources for RECP implementation.  
 S/he will regularly monitor the adoption and effectiveness of implemented RECP practices 
 S/he will document case studies and lessons learned from RECP implementation by MEs. 

5 RECP implementation 

 S/he will conduct frequent field visits of implemented RECP practices.  
 S/he will collect relevant data on RECP adoption 
 S/he will analyze collected data of RECP implementation.  
 S/he will prepare timely and accurate monitoring reports  
 S/he will provide constructive feedback and guidance to MEs  

6 
Environmental and 
Social Management 
Plan (ESMP) 

 S/he will conduct environmental and social assessments 
 S/he will develop comprehensive and practical ESMPs 
 S/he will facilitate the implementation and monitoring of the ESMPs 

7 Facilitate & formation 
of Environment Clubs 

 S/he will mobilize and engage community members 
 S/he will provide guidance and support for the formation and functioning of the 

Environment Clubs  
 S/he will facilitate the regular monthly meetings of the Environment Clubs 
 S/he will organize and support the celebration of relevant days/weeks.  
 S/he will develop and implement engaging youth engagement programs  
 S/he will document the activities, achievements, and challenges of Environment Clubs. 

8 Stakeholder and Donor 
communication 

 S/he will well communicate with donor. 
 S/he will well communicate with all kinds of stakeholder. 
 S/he will communicate with beneficiaries. 
 S/he will communicate with Govt. and on-Govt. Office/Organization/Institute 
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9 Staffs supervised 
 S/he will follow up staffs. 
 S/he will provide staffs skill orientation. 
 S/he will properly guide her/his staffs 

10 
Advancing Planning 
and budget 
analysis 

 S/he will prepare Yearly, Half Yearly, Quarterly and Monthly plan. 
 S/he will analyze the program and budget. 
 S/he will prepare the program planning. 
 S/he will prepare reporting submit plan 

11 
Keeping 
assets in 
good quality 

 S/he will ensure the assets and monitored. 
 S/he will submit assets report monthly to the donor/organization. 
 S/he will help to preserve all the project documents 

12 Other Responsibilities  S/he will have to do official assignments when instructed by the supervisor or Higher
Management. 

 
 

D. Planning: 
S/he will prepare advance planning of the daily, weekly & monthly plan and submit to his/her 1st Supervisor  
PM as well as his/her 2nd supervisor DD- En.D. 

 
E. Reporting: 
S/he will be reportable to his/her 1st supervisor PM and his/her 2nd supervisor will be DD- En.D. 

 
F. Appraisal and Review: 
Every six months this ToR will be reviewed after conducting the appraisal process.  
 
 
Thanking you, 

 
 
 
 
 
 
 

Sanat Kumar Bhowmik 
Deputy Executive Director,  
COAST Foundation. 
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Subject: Terms of Reference (ToR) 
 

A. Position Title: Technical Officer 
B. Position Objectives: The implementation of SMART Project. 

 
COAST Foundation is implementing a sub-project titled ‘Adopting Resource Efficient and Cleaner Production (RECP) 
technologies and practices for resilient green growth of dry fish processing microenterprises’ as a part of the ‘Sustainable 
Microenterprise and Resilient Transformation (SMART)’project. This sub-project aims to increase resource-efficient and 
resilient green growth of microenterprises (MEs) under Dry fish processing and trade sub-sector. The project is jointly 
financed by the World Bank, Palli Karma-Sahayak Foundation (PKSF), and COAST Foundation. The Project will be 
implemented across Cox’sBazar district (Cox’sBazar Sadar, Kutubdia, Teknaf, Moheshkhali, Chakaria and Ukhiya Upazilla). 

C. Specific Responsibilities  
The ‘Technical Officer – Fisheries will work under the direct supervision of the Project Manager and will undertake the 
following duties and responsibilities, which are essential but not limited to:  

Sl. Task Standard of Accepted Performance (SOAP) 

1 Planning, Monitoring, 
and Supervising 

 S/he will provide technical inputs on environment, RECP, climate vulnerability for project 
planning 

 S/he will contribute to the development and implementation of monitoring plans and tools 
 S/he will identify potential risks and propose mitigation strategies to the Project Manager. 
 S/he will support the Project Manager in ensuring project activities are implemented with 

the SMART Project guidelines. 

2 Awareness raising 
activities 

 S/he will develop awareness-raising materials 
 S/he will conduct engaging awareness sessions, workshops, and campaigns 
 S/he will utilize participatory methods to ensure active engagement and understanding 

among MEs. 
 S/he will document all awareness activities 

3 Training/workshop 

 S/he will develop training modules on safe dry fish production, Waste Management, 
RECP, and climate vulnerability 

 S/he will deliver interactive and hands-on training sessions to MEs 
 S/he will adapt training content and delivery methods to MEs.  
 S/he will assess the effectiveness of training through pre-test and post-test  
 S/he will maintain comprehensive records of training  

4 
Facilitate MEs to 
implement RECP 
practices 

 S/he will provide technical guidance and support to MEs  
 S/he will assist MEs for implementing identified RECP measures  
 S/he will link MEs with relevant resources for RECP implementation.  
 S/he will regularly monitor the adoption and effectiveness of implemented RECP practices 
 S/he will document case studies and lessons learned from RECP implementation by MEs. 

5 Activity implementation 

 S/he will conduct frequent field visits to implement project activities  
 S/he will collect relevant data on project activities 
 S/he will analyze collected data of project activities.  
 S/he will prepare timely and accurate monitoring reports  
 S/he will provide constructive feedback and guidance to MEs  

6 Technical Support 

 S/he will provide regular and need-based technical support to MEs at the cluster level 
 S/he will provide technical guidance to the specific needs and capacities of individual MEs 
 S/he will follow-up that necessary support is provide to ensure the RECP practices 
 S/he will conduct the research and exploration to identify opportunities for circular 

economy and value-added product diversification 
 S/he will provide support to MEs in exploring and accessing new market opportunities 

7 Select MEs for 
demonstration 

 S/he will support to select the suitable MEs for establishing demonstration sites  
 S/he will ensure the demonstration setups are well-organized, functional  
 S/he will regular follow up the demonstration MEs to monitor performance, gather data, 

and document lessons learnt. 

8 Stakeholder and Donor 
communication 

 S/he will well communicate with donor. 
 S/he will well communicate with all kinds of stakeholder. 
 S/he will communicate with beneficiaries. 
 S/he will communicate with Govt. and on-Govt. Office/Organization/Institute 

9 Staffs supervised 
 S/he will follow up staffs. 
 S/he will provide staffs skill orientation. 
 S/he will properly guide her/his staffs 
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10 
Advancing Planning 
and budget 
analysis 

 S/he will prepare Yearly, Half Yearly, Quarterly and Monthly plan. 
 S/he will analyze the program and budget. 
 S/he will prepare the program planning. 
 S/he will prepare reporting submit plan 

11 
Keeping 
assets in 
good quality 

 S/he will ensure the assets and monitored. 
 S/he will submit assets report monthly to the donor/organization. 
 S/he will help to preserve all the project documents 

12 Other Responsibilities  S/he will have to do official assignments when instructed by the supervisor or Higher
Management. 

 
D. Planning: 
S/he will prepare advance planning of the daily, weekly & monthly plan and submit to his/her 1st Supervisor  
PM as well as his/her 2nd supervisor DD- En.D. 

 
E. Reporting: 
S/he will be reportable to his/her 1st supervisor PM and his/her 2nd supervisor will be DD- En.D. 

 
F. Appraisal and Review: 
Every six months this ToR will be reviewed after conducting the appraisal process.  
 
 
Thanking you, 

 
 
 
 
 
 
 
 

Sanat Kumar Bhowmik 
Deputy Executive Director,  
COAST Foundation. 
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Subject: Terms of Reference (ToR) 
 

A. Position Title: MIS and Documentation Officer 
B. Position Objectives: The implementation of SMART Project. 

 
COAST Foundation is implementing a sub-project titled ‘Adopting Resource Efficient and Cleaner Production (RECP) 
technologies and practices for resilient green growth of dry fish processing microenterprises’ as a part of the ‘Sustainable 
Microenterprise and Resilient Transformation (SMART)’project. This sub-project aims to increase resource-efficient and 
resilient green growth of microenterprises (MEs) under Dry fish processing and trade sub-sector. The project is jointly 
financed by the World Bank, Palli Karma-Sahayak Foundation (PKSF), and COAST Foundation. The Project will be 
implemented across Cox’sBazar district (Cox’sBazar Sadar, Kutubdia, Teknaf, Moheshkhali, Chakaria and Ukhiya Upazilla). 

 
C. Specific Responsibilities  

The ‘MIS and Documentation Officer’ will work under the direct supervision of the Project Manager and will undertake 
following duties and responsibilities, which are essential but not limited to: 

Sl. Task Standard of Accepted Performance (SOAP) 

1 
Monitoring, Data 
Collection and Record 
Keeping 

 S/he will follow up and develop the documents for the project baseline study, end line 
study 

 S/he will monitor the implementation of project activities by visiting the fields frequently 
 S/he will conduct field-level and real-time data collection 
 S/he will ensure proper record keeping of data  
 S/he will provide required support to team members during RECP screening/profiling 
 S/he will provide required support for filling up the MIS reporting templates/forms 
 S/he will proper archiving/preservation of collected data to meet the periodic data needs  

2 Data Verification, Entry 
and Cleaning 

 S/he will verify the authenticity and validity of the collected data 
 S/he will implement the real-time data collection using tab/mobile applications 
 S/he will input verified data into relevant databases or software systems 
 S/he will perform data cleaning to remove duplications, errors, or inconsistencies 
 S/he will ensure that the integrity of data is maintained throughout the entry process 

3 MIS Reporting and 
Documentation 

 S/he will maintain organized and accessible records of all data and activities 
 S/he will assist Project Manager to prepare monthly/quarterly/yearly project progress 

report 
 S/he will document and inform the team members on the anticipated procedural 

challenges and changes regarding data management 
 S/he will ensure that all the documentations are up-to-date and well aligned with 

organizational policies, regulations and guidelines 
 S/he will capture key lessons, document best practices and case stories 
 S/he will assist in-house teams or consultants to prepare video documentaries, booklets, 

brochures, posters, banners, etc. 

4 Awareness raising 
activities 

 S/he will develop awareness-raising materials 
 S/he will conduct engaging awareness sessions, workshops, and campaigns 
 S/he will utilize participatory methods to ensure active engagement and understanding 

among MEs. 
 S/he will document all awareness activities 

5 Training/workshop 

 S/he will develop training modules on safe dry fish production, Waste Management, 
RECP, and climate vulnerability 

 S/he will deliver interactive and hands-on training sessions to MEs 
 S/he will adapt training content and delivery methods to MEs.  
 S/he will assess the effectiveness of training through pre-test and post-test  
 S/he will maintain comprehensive records of training  

6 
Facilitate MEs to 
implement RECP 
practices 

 S/he will provide technical guidance and support to MEs  
 S/he will assist MEs for implementing identified RECP measures  
 S/he will link MEs with relevant resources for RECP implementation.  
 S/he will regularly monitor the adoption and effectiveness of implemented RECP practices 
 S/he will document case studies and lessons learned from RECP implementation by MEs. 

7 Activity implementation  S/he will conduct frequent field visits to implement project activities  
 S/he will collect relevant data on project activities 
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 S/he will analyze collected data of project activities.  
 S/he will prepare timely and accurate monitoring reports  
 S/he will provide constructive feedback and guidance to MEs  

8 Stakeholder and Donor 
communication 

 S/he will well communicate with donor. 
 S/he will well communicate with all kinds of stakeholder. 
 S/he will communicate with beneficiaries. 
 S/he will communicate with Govt. and on-Govt. Office/Organization/Institute 
 S/he will maintain liaison and coordination with PKSF regarding monitoring, evaluation,

reporting, and documentation as well as make extensive field visits on a regular basis; 

9 
Advancing Planning 
and budget 
analysis 

 S/he will prepare Yearly, Half Yearly, Quarterly and Monthly plan. 
 S/he will analyze the program and budget. 
 S/he will prepare the program planning. 
 S/he will prepare reporting submit plan 

10 
Keeping 
assets in 
good quality 

 S/he will ensure the assets and monitored. 
 S/he will submit assets report monthly to the donor/organization. 
 S/he will help to preserve all the project documents 

11 Other Responsibilities  S/he will have to do official assignments when instructed by the supervisor or Higher
Management. 

 
 

D. Planning: 
S/he will prepare advance planning of the daily, weekly & monthly plan and submit to his/her 1st Supervisor  
PM as well as his/her 2nd supervisor DD- En.D. 

 
E. Reporting: 
S/he will be reportable to his/her 1st supervisor PM and his/her 2nd supervisor will be DD- En.D. 

 
F. Appraisal and Review: 
Every six months this ToR will be reviewed after conducting the appraisal process.  
 
 
Thanking you, 

 
 
 
 
 
 

Sanat Kumar Bhowmik 
Deputy Executive Director,  
COAST Foundation. 
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Subject: Terms of Reference (ToR) 
 

A. Position Title: Accounts and Finance Officer 
B. Position Objectives: The implementation of SMART Project. 

 
COAST Foundation is implementing a sub-project titled ‘Adopting Resource Efficient and Cleaner Production (RECP) 
technologies and practices for resilient green growth of dry fish processing microenterprises’ as a part of the ‘Sustainable 
Microenterprise and Resilient Transformation (SMART)’project. This sub-project aims to increase resource-efficient and 
resilient green growth of microenterprises (MEs) under Dry fish processing and trade sub-sector. The project is jointly 
financed by the World Bank, Palli Karma-Sahayak Foundation (PKSF), and COAST Foundation. The Project will be 
implemented across Cox’sBazar district (Cox’sBazar Sadar, Kutubdia, Teknaf, Moheshkhali, Chakaria and Ukhiya Upazilla). 

C. Specific Responsibilities  
The ‘Accounts and Finance Officer’ will work under the direct supervision of the Project Manager and will undertake the 
tasks and duties to assist implementation of the sub-project. The specific tasks are, but not limited to, as follows: 
 

Sl. Task Standard of Accepted Performance (SOAP) 

1 Maintaining Accounts 
 S/he will maintain project accounts in accordance  
 S/he will maintain separate books of account on an accrual basis  
 S/he will prepare monthly/annual financial statements  

2 Fund Management 

 S/he will monitor the flow of funds from the PKSF to project and project to microenterprise  
 S/he will ensure a smooth flow of funds from the project to Microenterprise level for project 

implementation 
 S/he will ensure that adequate internal control and arrangement are in place for proper 

utilization, management, and accounting of funds 

3 Budget and Financial 
Reporting 

 S/he will prepare yearly/half-yearly detailed project budget in line with the procurement plan
and other relevant work plans 

 S/he will prepare the budget of a new cost proposal, training, and other project activities 
 S/he will ensure that shared cost amounts are budgeted for each proposal of the sub-project
 S/he will prepare monthly financial report and half-yearly reimbursement bill for the project 

4 Project Monitoring 
 S/he will ensure strong monitoring system of the project through frequent field visits 
 S/he will review external and internal audit report along with management letter of the 

projects  

5 Administration and 
Procurement 

 S/he will ensure that the project procurement rules are complied with the project
procurement 

 S/he will prepare and regularly update the procurement plan(s) 
 S/he will manage logistics and procurements 
 S/he will verifying current inventory levels and keeping records to prevent inventory gaps 
 S/he will overseeing the day-to-day administrative tasks 

6 Stakeholder and Donor 
Communication 

 S/he will maintain the project bank account and prepare monthly bank Reconciliation
Statements 

 S/he will maintain liaison and coordinate with SMART-PMU of PKSF regarding accounts
and budget 

 S/he will support internal audit section for internal audit and support external auditors with 
necessary information of the project 

 S/he will well communicate with all kinds of stakeholder. 
 S/he will communicate with beneficiaries. 
 S/he will communicate with Govt. and on-Govt. Office/Organization/Institute 
 S/he will maintain liaison and coordination with PKSF regarding monitoring, evaluation,

reporting, and documentation as well as make extensive field visits on a regular basis; 

7 
Advancing Planning 
and budget 
analysis 

 S/he will prepare Yearly, Half Yearly, Quarterly and Monthly Budget plan. 
 S/he will analyze the program and budget. 
 S/he will prepare the budget planning. 
 S/he will prepare financial report and submit.  
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8 
Keeping 
assets in 
good quality 

 S/he will ensure the assets and monitored. 
 S/he will submit assets report monthly to the donor/organization. 
 S/he will help to preserve all the project documents 

9 Other Responsibilities  S/he will have to do official assignments when instructed by the supervisor or Higher
Management. 

 
D. Planning: 
S/he will prepare advance planning of the daily, weekly & monthly plan and submit to his/her 1st Supervisor  
PM as well as his/her 2nd supervisor DD- En.D. 

 
E. Reporting: 
S/he will be reportable to his/her 1st supervisor PM and his/her 2nd supervisor will be DD- En.D. 

 
F. Appraisal and Review: 
Every six months this ToR will be reviewed after conducting the appraisal process.  
 
 
Thanking you, 

 
 
 
 
 

Sanat Kumar Bhowmik 
Deputy Executive Director,  
COAST Foundation. 
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Subject: Terms of Reference (ToR) 
 

A. Position Title: Assistant Technical Officer  
B. Position Objectives: The implementation of SMART Project. 

 
COAST Foundation is implementing a sub-project titled ‘Adopting Resource Efficient and Cleaner Production (RECP) 
technologies and practices for resilient green growth of dry fish processing microenterprises’ as a part of the ‘Sustainable 
Microenterprise and Resilient Transformation (SMART)’project. This sub-project aims to increase resource-efficient and 
resilient green growth of microenterprises (MEs) under Dry fish processing and trade sub-sector. The project is jointly 
financed by the World Bank, Palli Karma-Sahayak Foundation (PKSF), and COAST Foundation. The Project will be 
implemented across Cox’sBazar district (Cox’sBazar Sadar, Kutubdia, Teknaf, Moheshkhali, Chakaria and Ukhiya Upazilla). 

 
C. Specific Responsibilities  

The ‘Assistant Technical Officer’ will work under the direct supervision of the Project Manager and will undertake following 
duties and responsibilities, which are essential but not limited to: 

Sl. Task Standard of Accepted Performance (SOAP) 

1 Planning, Monitoring, 
and Supervising 

 S/he will provide technical inputs on environment, RECP, climate vulnerability for project 
planning 

 S/he will contribute to the development and implementation of monitoring plans and tools 
 S/he will identify potential risks and propose mitigation strategies to the Project Manager. 
 S/he will support the Project Manager in ensuring project activities are implemented with 

the SMART Project guidelines. 

2 Awareness raising 
activities 

 S/he will develop awareness-raising materials 
 S/he will conduct engaging awareness sessions, workshops, and campaigns 
 S/he will utilize participatory methods to ensure active engagement and understanding 

among MEs. 
 S/he will document all awareness activities 

3 Training/workshop 

 S/he will develop training modules on safe dry fish production, Waste Management, 
RECP, and climate vulnerability 

 S/he will deliver interactive and hands-on training sessions to MEs 
 S/he will adapt training content and delivery methods to MEs.  
 S/he will assess the effectiveness of training through pre-test and post-test  
 S/he will maintain comprehensive records of training  

4 
Facilitate MEs to 
implement RECP 
practices 

 S/he will provide technical guidance and support to MEs  
 S/he will assist MEs for implementing identified RECP measures  
 S/he will link MEs with relevant resources for RECP implementation.  
 S/he will regularly monitor the adoption and effectiveness of implemented RECP practices 
 S/he will document case studies and lessons learned from RECP implementation by MEs. 

5 Activity implementation 

 S/he will conduct frequent field visits to implement project activities  
 S/he will collect relevant data on project activities 
 S/he will analyze collected data of project activities.  
 S/he will prepare timely and accurate monitoring reports  
 S/he will provide constructive feedback and guidance to MEs  

6 Technical Support 

 S/he will provide regular and need-based technical support to MEs at the cluster level 
 S/he will provide technical guidance to the specific needs and capacities of individual MEs 
 S/he will follow-up that necessary support is provide to ensure the RECP practices 
 S/he will conduct the research and exploration to identify opportunities for circular 

economy and value-added product diversification 
 S/he will provide support to MEs in exploring and accessing new market opportunities 

7 Select MEs for 
demonstration 

 S/he will support to select the suitable MEs for establishing demonstration sites  
 S/he will ensure the demonstration setups are well-organized, functional  
 S/he will regular follow up the demonstration MEs to monitor performance, gather data, 

and document lessons learnt. 

8 Stakeholder and Donor 
communication 

 S/he will well communicate with donor. 
 S/he will well communicate with all kinds of stakeholder. 
 S/he will communicate with beneficiaries. 
 S/he will communicate with Govt. and on-Govt. Office/Organization/Institute 
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9 Staffs supervised 
 S/he will follow up staffs. 
 S/he will provide staffs skill orientation. 
 S/he will properly guide her/his staffs 

10 
Advancing Planning 
and budget 
analysis 

 S/he will prepare Yearly, Half Yearly, Quarterly and Monthly plan. 
 S/he will analyze the program and budget. 
 S/he will prepare the program planning. 
 S/he will prepare reporting submit plan 

11 
Keeping 
assets in 
good quality 

 S/he will ensure the assets and monitored. 
 S/he will submit assets report monthly to the donor/organization. 
 S/he will help to preserve all the project documents 

12 Other Responsibilities  S/he will have to do official assignments when instructed by the supervisor or Higher
Management. 

 
D. Planning: 
S/he will prepare advance planning of the daily, weekly & monthly plan and submit to his/her 1st Supervisor  
PM as well as his/her 2nd supervisor DD- En.D. 

 
E. Reporting: 
S/he will be reportable to his/her 1st supervisor PM and his/her 2nd supervisor will be DD- En.D. 

 
F. Appraisal and Review: 
Every six months this ToR will be reviewed after conducting the appraisal process.  
 
 
Thanking you, 

 
 
 
 
 
 

Sanat Kumar Bhowmik 
Deputy Executive Director,  
COAST Foundation. 
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Staff wise Responsibilities: Major responsibilities of our staffs are mentioned below: 
 
Name of the Position Major Responsibilities 

Project Manager (PM) 

The ‘Project Manager’ is responsible for overall implementation, supervision and monitoring of 
the project at the field. His/her duties and responsibilities, which are essential but not limited to: 

 Coordinate project management activities, resources, equipment, and information. 
 Provide strategic direction for project implementation and supervise the project.  
 Identify and mitigate project risks and issues to ensure successful project delivery. 
 Facilitate project meetings, training, and workshops, and Environment Club meetings  
 Manage project budgets, procurement, reimbursement, as well as track project 

performance. 
 Ensure and supervise documentation on events, program learnings and impact, case 

studies, and reports. 
 Ensure and supervise preparation and submission of project progress reports in a timely 

manner (monthly, quarterly, yearly). 
 Maintain regular communication and collaboration with PKSF regarding sub-project 

implementation.   
 Maintain liaison and coordination with local government as well as govt. offices such as 

DoF, BFRI, BSTI, DoE etc. 
 Report to senior management regarding project progress regularly.  
 Any other tasks or duties assigned by the senior management of the organization.  

Environment and RECP 
Officer 

 Assist the Project Manager in planning, monitoring, and supervising the implementation 
of project activities.  

 Create awareness among the microenterprises about environment, climate-resilient 
RECP, climate vulnerability, and Occupational Health and Safety (OHS).  

 Provide training on Environment, Climate Resilient RECP and Climate vulnerability at ME 
level. 

 Facilitate MEs to implement RECP practices.  
 Make regular field visits to monitor RECP practices including data collection, analysis, 

and reporting. 
 Educate project staff about environment, climate-resilient RECP, climate vulnerability, 

and OHS issues.  
 Guide project staff to implement climate-resilient RECP and OHS practices.  
 Prepare sub-project-specific Environmental and Social Management Plan (ESMP).  
 Facilitate formation of Environment Clubs, including arrangement of regular monthly 

meeting, celebration of national and international days, and youth engagement program.  
 Maintain liaison and coordination with local authorities like DoE. 
 Any other tasks, duties, or specific tasks assigned by the Project Manager and senior 

management of the COAST Foundation. 

Technical Officer 

 Assist the Project Manager in planning, monitoring, and supervising the implementation 
of project activities.  

 Assist to identify potential microenterprises (MEs), select appropriate climate-resilient and 
resource-efficient cleaner production (RECP) practices for MEs and motivate them to 
adopt those practices. 

 Provide technical support to MEs at cluster level. 
 Select MEs for demonstration, set-up demonstration, and follow-up the MEs. 
 Prepare training manuals, leaflets, case stories of the sub-project. 
 Impart training on new/improved climate-resilient, safe dry fish production, waste 

management, resource-efficient and cleaner production/Food processing technologies, 
GAP/GMP, climate change vulnerability, etc. 

 Assist in organizing field days, exposure visits, meetings, workshops, seminars, fairs, 
Environment Club meetings etc. 

 Explore circular economy, value-added product diversification, and new market 
potentiality. 

 Assist to produce monthly, quarterly, and annual progress report as per the requirement 
of the management. 
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 Regular field visit at project areas, tracking the MEs progress in adoption of the RECP 
practices and reporting. 

 Maintain linkages with different government departments (i.e. DoF, BFRI, DoE), 
academicians, value-chain actors (fisherman, inputs sellers, dry fish producer, market 
actors, waste & plastic traders, transporter etc.), private sector companies, etc. 

 Any other tasks, duties, or specific tasks assigned by the Project Manager and 
management of the organization. 

Accounts & Finance 
Officer 

 Maintain sub-project accounts in accordance with International Accounting Standard 
(IAS), on a ‘going concern’ basis under Generally Accepted Accounting Principles;  

 Maintain separate books of account on an accrual basis under historical cost convention;  
 Prepare monthly/annual financial statements incorporating disclosure on income and 

expenditure, receipt and payment, and financial position of the sub-project along with 
other notes and relevant information; 

 Monitor the flow of funds from the PKSF to sub-project and sub-project to microenterprise 
to ensure that appropriate procedures are followed; 

 To ensure a smooth flow of funds from the sub-project to Microenterprise level for sub-
project implementation; 

 Ensure that adequate internal control and arrangement are in place for proper utilization, 
management, and accounting of funds; 

 Prepare yearly/half-yearly detailed sub-project budget in line with the procurement plan 
and other relevant work plans; 

 Prepare the budget of a new cost proposal, training, and other sub-project activities; 
 Ensure that shared cost amounts are budgeted for each proposal of the sub-project; 
 Prepare monthly financial report and half-yearly reimbursement bill for the sub-project; 
 Ensure strong monitoring system of the sub-project through frequent field visits; 
 Review external and internal audit report along with management letter of the sub-

projects; 
 Ensure that the project procurement rules are complied with the sub-project procurement;  
 Prepare and regularly update the procurement plan(s); 
 Manage logistics and procurements; 
 Verifying current inventory levels and keeping records to prevent inventory gaps; 
 Overseeing the day-to-day administrative tasks. 
 Maintain the sub-project bank account and prepare monthly bank Reconciliation 

Statements; 
 Maintain liaison and coordinate with SMART-PMU of PKSF regarding accounts and 

budget; 
 Support internal audit section for internal audit and support external auditors with 

necessary information of the sub-project; 
 Any other tasks, duties, or specific tasks assigned by the Project Manager and 

management of the COAST Foundation. 

MIS and Documentation 
Officer 

● Ensure that the baseline study and final evaluation of the sub-project level is completed 
smoothly and effectively; 

● Monitor the implementation of project-level activities by visiting the fields frequently; 
● Conduct field-level and real-time data collection maintaining consistent data collection 

standards/guidelines and/or protocols;  
● Ensure proper record keeping of data and provide required support to team members 

during Resource-Efficient and Cleaner Production (RECP) screening/profiling and filling 
up the MIS reporting templates/forms; 

● Proper archiving/preservation of collected data to meet the periodic data needs;   
● Verify the authenticity and validity of the collected data by cross-checking with other 

records and re-visiting project participants; 
● Implement the real-time data collection using tab/mobile applications; 
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● Input verified data into relevant databases or software systems; 
● Perform data cleaning to remove duplications, errors, or inconsistencies; 
● Ensure that the integrity of data is maintained throughout the entry process; 
● Maintain organized and accessible records of all data and activities; 
● Assist Project Manager to prepare monthly/quarterly/yearly project progress report; 
● Document and inform the team members on the anticipated procedural challenges and 

changes regarding data management; 
● Ensure that all the documentations are up-to-date and well aligned with organizational 

policies, regulations and guidelines; 
● Capture key lessons, document best practices and case stories; 
● Assist in-house teams or consultants to prepare video documentaries, booklets, 

brochures, posters, banners, etc. 
● Maintain liaison and coordination with PKSF regarding monitoring, evaluation, reporting, 

and documentation as well as make extensive field visits on a regular basis; 
● Any other tasks, duties, or specific tasks assigned by the Project Manager and senior 

management of the COAST Foundation. 

Assistant Technical 
Officer 

 Assist the Project Manager in implementing project activities.  
 Assist to identify potential microenterprises (MEs), select appropriate climate-resilient and 

resource-efficient cleaner production (RECP) practices for MEs and motivate them to 
adopt those practices. 

 Provide technical support to MEs at cluster level. 
 Select MEs for demonstration, set-up demonstration, and follow-up the MEs. 
 Assist the Technical Officer to prepare training manuals, leaflets, case stories of the sub-

project, etc. 
 Arrange training, field days, meetings, workshops, seminars, fairs, Environment Club 

meetings as per the project plan. 
 Explore circular economy, value-added product diversification, new market potentiality. 
 Assist to produce monthly, quarterly and annual progress report as per the requirement 

of the management. 
 Regular field visit at project site, tracking the MEs’ progress in adoption of the RECP 

practices and reporting;  
 Maintain linkages with different government departments (i.e., DoF, BFRI, DoE), 

academicians, value-chain actors (fisherman, inputs sellers, dry fish producer, market 
actors, waste & plastic traders, transporter etc.), private sector companies, etc. 

 Any other tasks, duties, or specific tasks assigned by the Project Manager and 
management of the organization. 
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Component wise Target for Fiscal Year of February’25-June’26: 
 

Activity Head Type Target 
Unit Unit Cost Total SMART 

Contribution 
COAST 

Contribution 

HR Cost 
  
Project Focal Person-01 Per Month 20 82000 1640000 - 1640000 
Project Manager-01 Per Month 20 71750 1435000 1435000 - 
Accounts and Finance Officer-01 Per Month 20 51250 1025000 1025000 - 
Environment and RECP Officer Per Month 20 51250 1025000 1025000 - 
MIS and Documentation Officer-01 Per Month 20 51250 1025000 1025000 - 
Technical Officer-01 Per Month 20 51250 1025000 1025000 - 
Assistant Technical Officer-02 Per Month 40 35875 1435000 1435000 - 

Sub-Total HR Cost  8610000 6970000 1640000 
Administrative Expenses 

   
Recruitment expenses Lumpsum 2 40000 80000 40000 40000 
Procurement meeting expenses Per Meeting 12 2000 24000 - 24000 
Vehicle (Motorcycle) Rent-7 Nos*6000 Tk. Per Month 18 42000 756000 756000 - 
Printing and Stationary Per Month 18 5000 90000 90000 - 
Internet & Phone bill Per Person 18 4800 86400 86400 - 
Office rent Per Month 18 14000 252000 - 252000 
Utility expenses Per Month 18 3000 54000 54000 - 
Bank Charge Lumpsum 2 30000 60000 60000 - 
Publication (Leaflet, Bruiser, poster, 
signboard, booklet, billboard, etc.) Lumpsum 2 35000 70000 70000 - 

Quarterly Meeting Expenses, etc. Per Meeting 6 5000 30000 30000 - 
Project sign board (Branch office-5, Project 
Office-1) Per Meeting 6 2000 12000 12000 - 

Staff Orientation, Refresher training Per Unit 2 75000 150000 150000 - 
Sub -Total of Administrative Expenses 

  
1664400 1348400 316000 

Office Equipment & Furniture             
Package -1: Office equipment (Desktop, 
laptop, printer cum scanner, router etc.) 

Per Unit 1 450,000 450000 450000 - 

Package -2: Furniture (Table, Executive chair, 
Visitor Chair, File Cabinet etc.) 

Lumpsum 
1 130,000 130000 130000 - 

Sub-Total of Office Equipment & Furniture 580000 580000   
Monitoring & Evaluation:             
Baseline Survey Per Unit 1 250,000 250000 250000  

Baseline video documentary Per Unit 1 175,000 175000 175000  

Final Evaluation Per Unit 0 0 0 0  

End line Video documentary Per Unit 0 0 0 0  

Internal Audit Lumpsum 2 30,000 60000  60000 
External Audit Per Unit 2 40,000 80000 80000  

Sub-project Monitoring/Travel cost, etc. Lumpsum 2 45,000 90000 90000  

Sub-Total of Monitoring & Evaluation 655000 595000 60000 
Sub component-1.3:  Digitalization of Environmental and Financial Management System:  
Environmental (RECP tracking) & Financial 
Management System Apps Develop/ MoU 
with Apps Authority 

Per Unit 
1 248111 248111 248111 - 

Tab for monitoring Per Unit 5 30,000 150000 150000 - 
Sub-Total of Digitalization of Environmental and Financial Management System 398111 398111 0 
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Activity Head Type Target 
Unit Unit Cost Total SMART 

Contribution 
COAST 

Contribution 
Program Cost 
  
Basic training on Climate vulnerability and 
climate resilient RECP    Per Meeting  32 28,000 896,000 824,320 71,680 

Training on Environment friendly Safe dry fish 
Production technology  Per Meeting  4 28,000 112,000 103,040 8,960 

Training on Waste Management, Plastic recycling 
and Health Safety issues  Per Meeting  2 28,000 56,000 51,520 4,480 

Workshop on Promoting Safety issues for Marine 
Fisherman (Bangladesh Navy, Coast Guard and 
relevant authority) 

 Per Meeting  2 60,000 120,000 110,400 9,600 

Project Inception Workshop, Project closing and 
Lesson Learned Workshop  Per Event  1 60,000 60,000 55,200 4,800 

Exposure Visit (ME)  Per Event  1 100,000 100,000 90,000 10,000 
Environment club (1 model, 5 general)  Lumpsum  2 169,000 338,000 338,000 - 

Sub Total 1,682,000 1,572,480 109,520 
Assistance for RECP implementation 921 ME@ 
average 22,000  Per Unit  710 22,000 15,620,000 7,810,000 - 

Resource Efficient Dry Fish Enterprise 
Development (Fish Dryer technology)   Per Unit  20 165,000 3,300,000 1,320,000 - 

Assistance for Common Service establishment 
(Container type Cold Storage establishment)  Per Person  1 190,000 190,000 190,000 - 

Technology Transfer (Community level small 
scale Solar Panel, Support for enhancing shelf 
life of dry fish)  

 Lumpsum  2 577,500 1,155,000 462,000 
- 

Demonstration for Safe Dry fish production in net 
covered Macha  Per Unit  17 30,000 510,000 204,000 - 

Fish Finder & SONAR Technology for marine 
fishing boat  Per Unit  15 400,000 6,000,000 3,000,000 - 

Sub Total 26,775,000 12,986,000 - 

Dry fish organic waste collection and processing 
Centre development Per Unit 1 1,500,000 1,500,000 600,000 - 

Plastic (marine and other plastics) recycling unit 
set up Per Unit 1 1,200,000 1,200,000 480,000 - 

Establishment Water, Hygiene and Sanitation 
facility Per Unit 2 350,000 700,000 630,000 35,000 

Rest & Breastfeeding Center renovation and 
operation Lumpsum 2 235,000 470,000 389,300 80,700 

Raw fish washing floor Development with soak 
well for waste water management Per Unit 10 40,000 400,000 320,000 - 

Sub Total 4,270,000 2,419,300 115,700 

Safe dry fish branding & promotion Lumpsum 1 250,000 250,000 200,000 - 

Dry fish and related product quality testing Per Unit 15 12,000 180,000 180,000 - 

Linkage Workshop for promoting safe dry fish Per Meeting 1 60,000 60,000 55,200 4,800 

Dry Fish product diversification (Balachaw, Fish 
Powder, Chips etc.) Lumpsum 1 250,000 250,000 233,690 - 

Sub Total 740,000 668,890 4,800 

PKSF SMART Contribution 2,75,41,181 

COAST Contribution 22,58,020 

Grand Total of Budget 2,97,99,201 
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Detail Implementation Plan (DIP) 
Sub-Project Name: Adopting Resource Efficient and Cleaner Production (RECP) technologies and 
practices for resilient green growth of dry fish processing microenterprises 
Sub-Component-1.1: Enhancing MEs’ Environmental-Knowledge Capacity 

Budget 
Code Activity Name Details Activities 

1.1.1 
Basic training on Climate 
vulnerability and climate resilient 
RECP 

MF Loanee/Participant List  
Venue Selection 
Resource Person 
Banner & Multimedia 
Foods & Snacks 
Stationery Purchase 
Participants Transport Allowance 
Training Schedule & Module  
Training Guideline follow (Pre-test & Post-test) 
Kobo Data Entry  
Demonstration  

1.1.2 Training on Environment friendly 
Safe dry fish Production technology 

MF Loanee/Participant List  
Venue Selection 
Resource Person 
Banner & Multimedia 
Foods & Snacks 
Stationery Purchase 
Participants Transport Allowance 
Training Schedule & Module  
Training Guideline follow (Pre-test & Post-test) 
Kobo Data Entry  
Demonstration  

1.1.3 
Training on Waste Management, 
Plastic recycling and Health Safety 
issues 

MF Loanee/Participant List  
Venue Selection 
Resource Person 
Banner & Multimedia 
Foods & Snacks 
Stationery Purchase 
Participants Transport Allowance 
Training Schedule & Module  
Training Guideline follow (Pre-test & Post-test) 
Kobo Data Entry  
Demonstration  

1.1.4 

Workshop on Promoting Safety 
issues for Marine Fisherman 
(Bangladesh Navy, Coast Guard and 
relevant authority) 

Participant List & Invitation 
Venue Selection 
Resource Person 
Banner & Multimedia 
Foods & Snacks 
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Stationery Purchase 
Participants Transport Allowance 
Training Schedule & Module  
Training Guideline follow (Pre-test & Post-test) 
Kobo Data Entry  
Presentation Preparation 

1.1.5 
Project Inception Workshop, Project 
closing and Lesson Learned 
Workshop 

Participant List & Invitation 
Venue Selection 
Resource Person 
Banner & Multimedia 
Foods & Snacks 
Stationery Purchase 
Participants Transport Allowance 
Training Schedule & Module  
Training Guideline follow (Pre-test & Post-test) 
Kobo Data Entry  
Presentation Preparation 

1.1.6 Environment Club (1 Model, 5 
General) 

Formation of Environment Club (1 Model, 5 General) 
Member List 
Place for EC 
Furniture Purchase 
Monthly Meeting Conduction 
Signboard Set up 
Day/Week Observation  
Environmental Youth Campaign 
IEC Materials 

1.2 Sub component-1.2: Demonstration of climate-resilient RECP and Technical capacity & 
Skills development to adopt climate-resilient RECP: 

1.2.1 Assistance for RECP implementation 
921 ME@ average 22,000 

Loanee Member 
RECP Baseline Screening (ODK) 
RECP Promissory Form Fill Up 
Loan Disbursement 
ODK Approver, MIS Software Entry, Verify & Approve 
RECP Assessment 
1st Installment Grant 
RECP Implementation & Report 
2nd Installment 
eKPI Card entry and MIS Entry 

1.2.2 
Resource Efficient Dry Fish 
Enterprise Development (Fish Dryer 
technology) 

ME List (at least 3 ME for selecting 01) 
ME Selection Criteria/Checklist  
Approval from COAST 
ME Applied for Loan  
ME Agreement with Project 
Procurement Committee & Process Completion 
Construction Work Complete 
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RGCS MIS Entry  
Follow up & eKPI 

1.2.3 
Assistance for Common Service 
establishment (Container type Cold 
Storage establishment) 

ME List (at least 3 ME for selecting 01) 
ME Selection Criteria/Checklist  
Approval from COAST 
ME Applied for Loan  
ME Agreement with Project 
Grant Disbursement  
Purchase Completed 
RGCS MIS Entry  
Follow up & eKPI 

1.2.4 

Technology Transfer (Community 
level small scale Solar Panel, 
Support for enhancing shelf-life of 
dry fish) 

Community Consultation Meeting  
Community Member/ME List 
ME Selection Criteria/Checklist  
BOQ, Design and Approval from COAST 
ME Applied for Loan  
ME Agreement with Project 
Purchase Completed 
RGCS MIS Entry  
Follow up & eKPI entry 

1.2.5 Demonstration for Safe Dry fish 
production in net covered Macha 

ME List (at least 3 ME for selecting 01) 
ME Selection Criteria/Checklist  
Approval from COAST 
ME Applied for Loan  
ME Agreement with Project 
Procurement Committee & Process Completion 
Construction Work Complete 
RGCS MIS Entry  
Follow up & eKPI 

1.2.6 Fish Finder & SONAR Technology 
for marine fishing boat 

ME List (at least 3 ME for selecting 01) 
ME Selection Criteria/Checklist  
Approval from COAST 
ME Applied for Loan  
ME Agreement with Project 
Procurement Committee & Process Completion 
Construction Work Complete 
RGCS MIS Entry  
Follow up & eKPI 

1.5 Sub component-1.5: enhancing common facilities and enabling environmental systems for 
ME clusters: 

1.5.1 Dry fish organic waste collection and 
processing Centre development 

ME List (at least 3 ME for selecting 01) 
ME Selection Criteria/Checklist  
BOQ and Approval Process 
ME Applied for Loan  
ME Agreement with Project 
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Procurement Committee & Process Completion 
Constructions work and Machinery setup 
Construction Work Complete 
RGCS MIS Entry  
Follow up & eKPI 

1.5.2 Plastic (marine and other plastics) 
recycling unit set up 

ME List (at least 3 ME for selecting 01) 
ME Selection Criteria/Checklist  
BOQ and Approval Process 
ME Applied for Loan  
ME Agreement with Project 
Procurement Committee & Process Completion 
Constructions work and Machinery setup 
Construction Work Complete 
RGCS MIS Entry  
Follow up & eKPI 

1.5.3 Establishment Water, Hygiene and 
Sanitation facility 

ME List (at least 3 ME for selecting 01) 
ME Selection Criteria/Checklist  
BOQ and Approval Process 
ME Applied for Loan  
ME Agreement with Project 
Procurement Committee & Process Completion 
Constructions work and Machinery setup 
Construction Work Complete 
RGCS MIS Entry  
Follow up & eKPI 

1.5.4 Rest & Breastfeeding Center 
renovation and operation 

Baseline Situation Report  
Center Assistant Recruitment 
BOQ for Constructions 
Approval from PKSF and COAST 
Procurement Process follow 
Constructions Work Complete 
NRGCS MIS Entry  

1.5.5 
Raw fish washing floor Development 
with soak well for waste water 
management 

ME List (at least 3 ME for selecting 01) 
ME Selection Criteria/Checklist  
BOQ and Approval Process 
ME Applied for Loan  
ME Agreement with Project 
Procurement Committee & Process Completion 
Constructions work and Machinery setup 
Construction Work Complete 
RGCS MIS Entry  
Follow up & eKPI 

1.6 
Sub component-1.6: Enabling MEs to develop a green value chain and expand markets for 
green products: 

1.6.1 Safe dry fish branding & promotion ME List (at least 3 ME for selecting 01) 
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ME Selection Criteria/Checklist  
BOQ and Approval Process 
ME Applied for Loan  
ME Agreement with Project 
Procurement Committee & Process Completion 
Constructions work and Machinery setup 
Construction Work Complete 
RGCS MIS Entry  
Follow up & eKPI 

1.6.2 
Dry fish and related product quality 
testing (Pesticides Residue, Heavy 
metal, E. coli., salmonella sp.) Test  

Approval from COAST 
Individual Consultant (ICS) Procurement Process 
Completed 
Sample Collection and Sent for Lab Test 
Completed Lab Test  
Payment Complete 
Certificate Provide  

1.6.3 Linkage Workshop for promoting 
safe dry fish 

Participant List & Invitation 
Venue Selection 
Resource Person 
Banner & Multimedia 
Foods & Snacks 
Stationery Purchase 
Participants Transport Allowance 
Training Schedule & Module  
Training Guideline follow (Pre-test & Post-test) 
Kobo Data Entry  
Presentation Preparation 

1.6.4 Dry Fish product diversification 
(Balachaw, Fish Powder, Chips etc.) 

ME List (at least 3 ME for selecting 01) 
ME Selection Criteria/Checklist  
BOQ and Approval Process 
ME Applied for Loan  
ME Agreement with Project 
Procurement Committee & Process Completion 
Constructions work and Machinery setup 
Construction Work Complete 
RGCS MIS Entry  
Follow up & eKPI 
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Daily Field Visit Reporting Format: 
 

COAST Foundation 
Project 
Name:  

 
 
 

Name of 
Staff: 

 Designation  Date:  

Daily Activities and Planning Report 

Morning/ 
Evening Perform Activities Visiting Area 

Achievement 
(Specific/mentioning 

MEs name and 
Task) 

Pending 
Tasks Plan for Tomorrow 

      

      

      

      

      

      

      

 
Signature & Date:  
  
Supervisor Comment: 
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Statutory Requirement and Compliance Indicator: 
 

SL 
No 

Project Title Adopting Resource Efficient and Cleaner Production (RECP) Technologies and 
Practices for resilient green growth of dry fish processing microenterprises.  

1 Donor name and address: Palli Karma Sahayak Foundation (PKSF), Agargaon Administrative Area, E-4/B, Dhaka-
1207, Bangladesh 

2 Project duration: 20th February, 2025 to 30th June, 2028 

 
3 

 
Total Budget: 

Total Budget: 59,72,00,000/- 
Grants: 4,60,00,000/- 
Loan: 55,12,00,000/- 
IE’s Contribution: 52,44,000/- 

4 FD-7, FD -6 reference and 
date: 

N/A 

5 MoU reference and date: 20th February,2025 
6 Donor Focal Person and 

Contact: 
Md. Selim Reza, Senior Program Manager (Enterprise Development-Aquaculture), 
Mobile: 01724-997594 

7 COAST Focal Person and 
Contact: 

Barequl Islam Chowdhury, Deputy Director-Enterprise Development 
Mobile: 01713-328811 

8 PC/PM and contact: Azmal Hoda Siddiky, 
Phone: 01313-798915 

9 Donor Finance Focal 
Contact: 

Miton Bonik Babu, Program Manager, SMART Project, PKSF. Mobile: 01832060263 

10 Project Finance Officer 
and Contact: 

Md. Ali Abbas, Assistant Director_ Finance Monitoring, Compliance & Training 
Mobile: 01713-328825 

11 Project Area: Cox’s Bazar Sadar, Kutubdia, Moheshkhali, Ukhiya, Chakaria and Teknaf Upazilla 
12 Types and number of 

target people: 
1000MEs.  

13 Project Bank account 
details: 

PKSF SMART COAST Dry Fish Project,  
Bank name: Prime Bank PLC. Account No. 2154319016323, Cox’s Bazar Branch.  

14 Statutory documents 
preserved: 

Details Sub-Project Proposal (DSPP), Approved Budget, COAST Policies and Reports, 
PKSF Financial Guidelines, PKSF Project implementation Guideline, Procurement 
Guidelines, Communication Guidelines, RECP implementation guidelines.   

 
 Periodic Program 

Report to 
Last date of Submission 

of Report 
Prepared by Review by Submitted to 

15 Programmatic Report 2 working days after the 
end of month 

Project 
Manager 

Deputy Director- 
Enterprise 
Development 

Executive Director 

16 Environment and Social 
Report 

2 working days after the 
end of month 

Environment & 
RECP Officer 

Project Manager Deputy Director- 
Enterprise 
Development 

16.1 Case Study 5th of each month MIS & 
Documentation 
Officer 

Project Manager Deputy Director- 
Enterprise 
Development 

Periodic Finance Report to Donor:   

 
17 

 
VAT Report 

2 working days after the 
end of month 

Accounts and 
Finance Officer 

Assistant 
Director_ 
Finance 
Monitoring 

Deputy Director- 
Enterprise 
Development 

17.1 Monthly Financial 
Report 

2 working days after the 
end of month 

Accounts and 
Finance Officer 

Assistant 
Director_ 
Finance 

Deputy Director- 
Enterprise 
Development 
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Monitoring 

17.2 Budget Variance 2 working days after the 
end of month 

Accounts and 
Finance Officer 

Assistant 
Director_ 
Finance 
Monitoring 

Deputy Director- 
Enterprise 
Development 

17.3 Burn Rate Report 5th of each month Accounts and 
Finance Officer 

Assistant 
Director_ 
Finance 
Monitoring 

Deputy Director- 
Enterprise 
Development 

17.4 COAST Contribution 
Report 

2 working days after the 
end of month 

Accounts and 
Finance Officer 

Assistant 
Director_ 
Finance 
Monitoring 

Deputy Director- 
Enterprise 
Development 

17.5 Procurement Report 2 working days after the 
end of month 

Accounts and 
Finance Officer 

Assistant 
Director_ 
Finance 
Monitoring 

Deputy Director- 
Enterprise 
Development 

18 

Monitoring: MEAL 
Report (Newsletter, 
Quarterly Plan, Data 
Segregation Report, 
PPMM report, CFRM 
Beneficiaries 
Feedback) 

 
10th of each month 

MIS & 
Documentation 
Officer 

 
Project Manager 

Deputy Director- 
Enterprise 
Development 

19 Loanee Data MIS 
Software Entry and 
Monthly Report 

2nd of each Month 
MIS & 
Documentation 
Officer 

Project Manager Deputy Director- 
Enterprise Development 

20 
 
Final Program Report 3 working days after the end 

of project period 

Project 
Manager Deputy Director- 

Enterprise 
Development 

Deputy Director- 
Enterprise 

Development 

21 
Final financial report 

3 working days after the end 
of project period 

Accounts and 
Finance Officer 

Assistant 
Director_ Finance 
Monitoring 

Deputy Director- 
Enterprise 
Development 

22 
Key conditionality as per 
Donor MoU (Major points 
additional to COAST 
Policies, Finance and 
HR) (Use separate sheet 
for details) 

● Final Fund will be treated as a restricted fund and the COAST must not use 
this fund as inter program loan or any other form whatsoever other than as 
specified in this agreement. 

● A separate SND Account should be maintained for bearing the operation 
cost of the implementation of the program. 

● Through an initial grant advance and through subsequent reimbursement (s) 
based on the satisfactory performance and progress of the activities according to 
the approved activity plan. 

● Fund disbursement schedule will be quarterly subject to the submission of 
quarterly progress and financial reports, plan of activities, budget and 
written request for the next quarter. 

● All the bills and vouchers will be preserved in PIU 
 
In addition, have to submit qualitative reports explaining the impact of the services provided during 
the reporting period and also be given suggestions and comments. 
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Statutory conditions and scope: 

● Program will have been implemented through COAST recruited staff. Not sub-contract to 3rd parties, 
unless otherwise agreed in advance in writing between PKSF and COAST. 

● Training program will be implemented in target people considering the project activities, Objectives and 
Principles. 

● COAST will be provided organogram and ToR’s of all staff working under this Project. 
● To maintain a separate bank account for this program and also maintain acceptable accounting 

standards. 
● Out of budget expenses cannot be incurred without written approval from PKSF. 
● Documents have to be preserved for possible future inspection and audit. 
● Regular monitoring is needed from senior person for quality control and COAST internal monitoring 

system to be developed on a monthly basis. 
● Groups have to form to provide the development services. Technologies will be used to increase skill in 

the training sessions as soon as possible. 
● Training and orientation program will be continued as per Project Proposal. 
● Provided monthly financial report and technical report. 

 
 
Key Staff list and Given Information for quick Communication which are as below Chart- 

SL 
No Name Position Cell phone 

Email 
Unit Work station 

1  Barequl Islam Chowdhury Deputy Director-
Enterprise Development 01713328811 barek@coastbd.net 01 COAST Principal 

Office 

2  Azmal Hoda Siddiky Project Manager 01313798915 azmal@coastbd.net 01 (PIU) Cox’s Bazar 
Sadar 

3  Harun Or Rashid Technical Officer 01313798918 harun@coastbd.net 01 (PIU) Cox’s Bazar 
Sadar 

4  Md. Mostafa Hossain Environment and RECP 
Officer 01313798917 mostafa@coastbd.net 01 (PIU) Cox’s Bazar 

Sadar 

5  Md. Azharul Islam Accounts & Finance 
Officer 01313798916 mdazharul@coastbd.net 01 (PIU) Cox’s Bazar 

Sadar 

6  Md. Salman Kawsar MIS & Documentation 
Officer 01313798921 salman@coastbd.net 01 (PIU) Cox’s Bazar 

Sadar 

7  Shahadur Rahman khan Assistant Technical 
Officer 01313798920 shahadur@coastbd.net 01 (PIU) Cox’s Bazar 

Sadar 

8  Ajad Uddin Assistant Technical 
Officer 01313798919 ajad@coastbd.net 01 (PIU) Cox’s Bazar 

Sadar 
 
 
 
 
 
 
 
 
Prepared by:  
Project Manager 

Reviewed by:  
Deputy Director-En.D 

Approved by:  
Deputy Executive Director  

    


