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Implementing a Single Window is a 
significant undertaking, involving 
many stakeholders and requiring 
commitment from many players in 
both government and business. 

It is essential, therefore, that a 
systematic approach be adopted from 
the outset. Some of the key steps 
involved are discussed in the next 
slides. 
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Developing the Initial Concept for the 
Single Window

Serious work on the establishment of a Single Window in a 
country often starts with the preparation of a concept or 
briefing paper, based on some initial research. 

This work is usually undertaken by the lead governmental 
authority or agency, or private organisation likely to be heavily 
involved in the eventual implementation of the project 



Developing the Initial Concept for the 
Single Window

Such a paper would usually describe the 
overall objectives and potential benefits 
of a Single Window, and would present a 
general overview of what would be 
involved in its implementation. 

The paper would typically focus 
on the practical issues involved 
and would avoid excessive 
technical jargon and in-depth 
discussion of technical concepts. 



Developing the Initial Concept for the 
Single Window

It is important to understand that the 
objective of the concept paper is to 
facilitate initial discussion on the topic 
and obtain approval for a more in-depth 
study into the need for, approach to and 
feasibility of a Single Window. 

It is not intended at that 
stage to seek agreement for 
the implementation of a 
Single Window. 
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Making the Initial Decision to Examine 
the Feasibility of  a Single Window 

Following the preparation of the 
concept paper, and in the framework 
of an open partnership between 
government and trade, a meeting 
would typically be organised for high-
level representatives from all relevant 
trade related organizations, and 
governmental authorities and 
agencies to discuss the Single Window 
concept (on the basis of the concept 
paper). 



Making the Initial Decision to Examine 
the Feasibility of  a Single Window 
Typical trade related organizations that could be 
involved include
• the National Chamber of Commerce, 
• Importers and/or Exporters Association,
• Confederation of Industry, 
• Business Associations, etc. 

When the Single Window has a 
payments component, banks and 
other financial institutions must be 
involved. 



The object of such a meeting is to get agreement on the project 
concept and to launch a feasibility study that would include a 
detailed needs analysis and a technological assessment. 

Significant “behind the scene” 
lobbying and project promotion work
may be required before the meeting, 
in order to ensure that participants
understand the concept and are
positively predisposed towards the 
idea. 

Making the Initial Decision to Examine 
the Feasibility of  a Single Window 



Making the Initial Decision to Examine 
the Feasibility of  a Single Window 

……..and as stated elsewhere in these Guidelines, the political 
will to support the implementation of a Single Window is one of 
the key pre-requisites for its success. 



Making the Initial Decision to Examine 
the Feasibility of  a Single Window 

Presuming that a positive decision is reached to proceed with 
the feasibility study, the meeting should establish a Project 
Management Group made up of senior representatives of the 
key agencies who will be directly involved in implementing 
and utilising the Single Window. 



This Project Management Group should have:
• the power to commit funds to the project, 
• make resource allocation decisions and 
• commit their relevant organisations to participating in the 

project. 

A draft ‘Objectives, Responsibilities and 
Terms of Reference’ text should be drawn
up for the Project Management Group
ahead of time, and agreed upon at the 
meeting.

Making the Initial Decision to Examine 
the Feasibility of  a Single Window 



Making the Initial Decision to Examine 
the Feasibility of  a Single Window 
The meeting should also set up a 
Task Force composed of 
appropriate technical and 
management representatives of 
key agencies, to take charge of 
the carrying out of the 
organisational and 
implementation work required 
for the project. 
Again, a draft ‘Objectives, Responsibilities and Terms of 
Reference’ document should be drawn up for the Task Force 
ahead of time and agreed upon at the meeting. 



Making the Initial Decision to Examine 
the Feasibility of  a Single Window 

Concluding for this action we have to remember the 
following entities:

• Project Management Group

• Task Force  and

• the political will
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Undertaking the Feasibility Study 

The objective of the feasibility study is to provide decision-
makers with an insight into the options available and their
consequences for each governmental authority. 
The study should provide
• advice on which option is preferable and feasible for the 

country, 
• the manner in which the implementation should take place 

(i.e. full or phased implementation), 
• the possible steps for a phased implementation, 
• the nature and extent of an initial pilot implementation, 



Undertaking the Feasibility Study 
• the potential for revenue collection (for fees, duties, etc), 
• the identification of ‘key’ deliverables and 
• a recommended timetable for development and 

implementation. 



It is important to emphasise here that 
the development of a Single Window 
does not presuppose the existence of 
or requirement for a sophisticated 
computerized information system for 
the receipt, storage and sharing of 
information. 
Clearly information technology can 
have a huge positive impact on the 
potential for sharing information in a 
Single Window context, and this is 
the more common approach in Single 
Windows reviewed in the 
development of the Guidelines. 

Undertaking the Feasibility Study 



It should also be stated that, when 
considering the technical 
requirements for a Single Window, 
the value of and investment in 
existing legacy systems should be 
respected. Although it may 
sometimes be necessary to replace 
such systems, a practical approach 
for sharing and exchanging 
information between agencies 
may well be the establishment of a 
central portal or gateway. 

Undertaking the Feasibility Study 
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Use of  Consultants 
A decision will have to be made as to 
whether the feasibility study should be 
undertaken in-house by the project Task 
Force itself or contracted out to a third 
party. The major advantage of hiring 

external consultants is that the report 
is more likely to have an independent 
focus; also, the consultants can 
perhaps put forward comments and 
recommendations that would be 
difficult for individual government 
agencies to suggest (for political or 
other reasons). 
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Consideration of  the Feasibility 
Study Report 
The findings of the feasibility study will 
have to be considered and approved by 
the Task Force and eventually submitted 
for consideration by the Project 
Management Group. Sufficient time 
should be allowed for this process, as it is 
essential to have the maximum input and 
agreement before the report is finalized.
After the study has been accepted by the 
Task Force and Project Management 
Group, and a preferred Single Window 
option and the accompanying 
implementation option chosen, these 
decisions should be presented to the 
wider government and trade community. 
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Implementation (Pilot, Phased and/or Full) 

Irrespective of whether a pilot, phased or full implementation 
has been decided, it is essential that a clear project 
management approach be adopted throughout the project 
implementation.
The project management plan, which must be formally agreed 
upon by both the Project Management Group and the Task 
Force, should contain a set of clearly defined interrelated tasks 
and event milestones that can assist the Task Force and the 
Project Management Group to plan, execute, monitor, evaluate, 
and adjust the project implementation. (There are many well-
established approaches to project management and several 
good software programmes available to assist in this process.) 
eg Microsoft Project Manager !!!



Implementation (Pilot, Phased and/or Full) 

The Project Management Plan should contain: 
• A clear statement of the project' s scope, goals and 

objectives; 
• A statement on key deliverables, responsibility for 

delivery, time frame and milestones for completion; 
• Definition of the roles and responsibilities of the various 

participants, including a clear agreement on who is in 
charge of the project (the project manager) and the level 
of authority of this manager; 

• Specification of the management and monitoring 
responsibilities of the project manager and the line of 
authority and communication between the project 
manager, Project Management Group and the Task 
Force; 



Implementation (Pilot, Phased and/or Full) 

• A clear strategy for communicating with project stakeholders and potential 
users on a regular basis throughout the implementation, including an 
agreement on what information needs to be communicated with what groups 
and in what manner and frequency; 

• A clear and agreed project budget, including financial and human resources; it 
is essential that the necessary funds and personnel be allocated to the project 
from the outset; 

• A clear statement of the project risks (such as a cutback in budget, delay in 
required legal reforms, etc.) and an agreed response plan (to the best extent 
possible) to manage these risks, including contingency plans for high-level risks; 

• Agreement on the criteria for measuring the project success; 
• An agreed project review and feedback mechanism to provide ongoing 

monitoring of the project process and to deal with any changes in the 
implementation that may be required 
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