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Group Introductions

. Briefly

. Introduce yourself
. Your organisation
. Your project:

- Aim

- Area/sector

- Duration

- Total budget



Learning Objectives-Purpose | ss:
of the Training

. To provide Grant Beneficiaries with the
skills and knowledge they need in order
to Implement their projects effectively In
line with principles of project
management and in line with the
contractual procedures.

. Development of an NGO network and
benefét from best pr
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Your needs and expectations |:

% Your past experience: have you implemented an
EU or other donor funded grant before?

# Have you had any similar trainings?

# Have you used any of the analytical tools
associated with the PCM approach?

# \What do you expect this training to provide you
with?




Training Priorities

. Understand how to manage EU
funded projects
. Understand your contractual

requirements in relation to:
-Reporting
-Invoicing
-Procurement




Grant Contract & Annexes

The Grant Contract outlines your responsibllities,
and the responsibilities of the Contracting Authority.

Description of the Action (Annex )

General Conditions Applicable to European

Community-financed Grant Contracts for External
Actions (Annex Il)

Budget for the Action (Annex Ill)
Contract-award Procedures (Annex V)

Standard Request for Payment and Financial
|dentification Form (Annex V)
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What Is a grant?

mmediate objective is non-commercial
—unds to support activities of beneficiaries
~unds cover eligible incurred costs
Results are owned by the beneficiaries




Project Management

The Logical Framework
Approach




The Project Cycle
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Project Cycl eé.

Identification: Project idea blossoms, problems identified

Formulation & Analysis: All analysis conducted (problem, objective,
strategy, risk & stakeholder analysis), partnerships formed etc., methods
identified

Financing: Funding is sought for the project from donors or other financial
sources

Implementation: project activities start taking place- deliver results and
achieve specific objective of the project

Evaluation & Audit: Evaluation is to check the technical soundness of the
project & is conducted at the end of certain benchmarks (e.g. mid-term
evaluation) and at the end of the project duration (ex-post evaluation).
Evaluations can be external (e.g EC) or internal (within organisation,
integrated into the project). Audit is to check the financial soundness of the
project.

Monitoring takes place throughout project implementation!!




Why projects fail? *

@
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Insufficient analysis of the situation and problem at hand

Projects do not relate to needs of target groups, target groups
not sufficiently involved

Blurry strategic framework
Risks are not sifficiently taken into consideration

Short-term intervention logic
Lessons learned not adopted in new projects
Activity driven implementation and planning

Project results which do not have measurable indicators for
verification




Project Management |

Good project management requires:

Effective planning

Regular communication
Active delegation

A problem solving approach
Appropriate dissemination
Continuous self-evaluation




Project Management I

. Good project managers involve:

Beneficiaries
Parthers

Team members
Associates
Media




Project Management Il

. Effective project management uses the
following tools:

Logical framework (how and why)
Activity Plan (who and when)
Budget (how much)



The Logical Framework See
Approach

x The logframe helps systematic and logical thinking

x For partnership projects
Ohowd6 I s as I mportant as

x The Logframe should be reviewed regularly and
revised as appropriate

x The Logframe Is just one project management tool



The Matrix
4x4




Matrix content

reach it?

Project Verifiable Sources of Assumptions
Description indicators verification
Why we are What are the ANhere do we What kind of
doing verifiable find the restrictions
indicators indicator(s)? and/or risks there
are
To where/what What are the Anhere do we What kind of
we are reaching |verifiable find the restrictions
indicators indicator(s)? and/or risks there
are
What kind of What are the Anhere do we What kind of
services or verifiable find the restrictions
products there indicators indicator(s)? and/or risks there
will be are
With what and What are the How much is the |What kind of
how we will resources budget? restrictions

and/or risks there
are

17




The Logframe Matrix 3

. Verifiable Sources of
Project

. indicators e
Description verification
Overall Assumptions
objective
Project
purpose
Activities - means costs

Pre-conditions




o000
- - o000
Vertical Logic
o0
O
Project Verifiable Sources of Assumptions
Description indicators verification
Overall
objectives | L
. B —
Project o=~
i — _L
Results r_—L_ — S
-
. =~
Activities . S e — = (el
_— — -
= —
Pre-conditions
|




Horizontal Logic

Overall
objectives

Project
purpose

Results

Activities

Project Verifiable Sources of
Description  jndicators verification

S

Assumptions




Project Description Levels

Objective : :
j> G Relate to the wider sectoral or national

objective, to which the project will contribute;

Project

purpose j>GThe sustainable flow c
target groups(s);

Results

j> G The goods and services delivered by the
project;

Activities

j> G What the project does to produce the results
(work program/tasks).




Assumptions

. An assumption Is a condition :
required for project success;

which Is not under the control of project
management; and

which will need to be monitored




Indicators

~ Whatis an Indicator ?

. An indicator is an observable change or event which
provides evidence that something has happened 1
whether an output delivered, immediate effect
occurred or long-term change observed.



Objectively Verifiable S
Indicators (OVI)

. OVIls should be SMART
Specific: Including clear targets;

Measurable: in terms of guality and/or quantity;

Available: at an acceptable cost;

Relevant: to what they are supposed to measure;

Timely: produced in due time to be useful for
project management.




Objectively Verifiable S
Indicators (OVI)

Quantitative indicators are those which are expressed
as numbers.

Units I the number of staff that have been trained
Prices T the amount of money that was spent on building

Proportions i the proportion of the community that has
access to the service (usually expressed as a
percentage)

Rates of change i the percentage change in average
household income over the reporting period

Scoring and ranking T the score out of five given by the
project participants to rate the quality of the service they
receive



Objectively Verifiable S
Indicators (OVI)

. Qualitative indicators are those which are
expressed through narrative description.

. Satisfaction i how participants describe their
| evel s of satisfactili on
activities

. Standards T the extent to which training Is
recognised by the appropriate authorities



engthen the organisaional
yacty and independenceof
sting and new community
sedorganisdions and NGOs

Arethe sericesprovidedby
NGOs appopriate, high
qudity and demand led?

Ancreasén the number of clientsto
NGO

A\IO. of succedsl arbitrations

A\clmowledgement by clients
Imageof the organisaion

What organisaional
capactiesand skll s have
been strengthened?

Levels of transparecy and
acountability

:Zk:hangesin organisdional structure

Range of professonal sewices
offeredboy NGO
Changesin management pradices




Indicators for the Project T
Purpose

. Project aim: To increase the level of socio-
cultural participation of disabled people.

. Indicator: At the end of eight months training,
100 disabled persons, participated to socio-
cultural life.

28



Indicators for results s0ss

i Output: Through the information resources and activities,
local people demand of ecological life increased.

Indicator: At the end of the first year, 300 people from
10 villages participated to the trainings.

i Output: Project experience is shared with the public.

Indicator: 1000 copies of the results book is published
after seminars, panels and workshops.

i Output: Social awarenes is increased in the activity area.

Indicator: 2000 people participated to 4 activities
carried out in 8 months. Local people collected 5000
signatures. Municipality made some improvements for
disabled people, such as reconstruction of pavements,
allocation of a special bus.

29



Sources of Verification | g

., Simply put, the SOVs are where you will look to measure
whether the indicator has been achieved

, Do they exist? Are they available and accessible at a
reasonable cost?

. One must spell out how the indicators will be collected:

~Which methods? (regular reports, statistics, project
documents etc)

- By whom?
“When/how often? (yearly, bi-monthly etc)

., Activities, resources and costs required to collect this
Information must be included in the project design

. Project managers should focus on verifying the delivery
of results and their contribution to the purpose



Cost

Administrative
reports

Sources of Verification |l

Management
reports

Specialised
surveys

Interviews with
beneficiarie

Adapted available
statistics

Available
statistics

Complexity



Example Matrix

_ See handouts & make comments




Group Exercise

- Write up columns 2 & 3

- Shuffle matrix with other groups, check,
comment

- Improve the matrix




Monitoring &

Evaluation
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Monitoring & Evaluation

. Why Monitor and Evaluate?

o Accountability

o Improved Performance
o Improved Impact

o Learning

o Sustainability




What Is monitoring

., Continuous and systematic data
collection.

. In order to assess the process.
. In order to construct data for evaluation.

~ We ask: Could we do what we said we were
going to do?

36



What i1s evaluation

Learning and management tool.

. To iImprove the future work.

. Tojudge the current project.
Reaching the target
Controlling the assumptions
Efficiency, impact and sustainability.

. Trustworthy, useful, and include lessons learnt for
your organisation, donors and other NGOs.

37



When evaluating we ask:

. Could we create any difference?
. Are the outputs a result of the activities?
. Are there unexpected outputs?

. What are the experiences of our
beneficiaries/target group?

. to measure impact

38



Technical Monitoring

AWho is responsible for monitoring? (see
handout)

AWhen do we monitor?

AWhat do we monitor? (see also handout)
I Use of resources

I Timing of activities

I Contribution to results

I Risks

S
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How to Monitor

Use the following two documents:
Logframe (what, why and how)
Activity plan (when)

|dentify:

Concrete and qualified targets
Identification of key milestones

Review the monitoring process




Methods in Monitoring

Me thod

Example

Observat ion

At tra ining event s
Of serv ice providers in action

Interv iews With trainees, employers, local
residents (directand indirect
beneficiaries, expert s etc. )

Site visits To clients, new premises, to local

office

Questionnaires

Immed iate impact and 3-month ly

Non-projec t

Records, stat isticsé




Logframe & Monitoring

Fo cus Logical Hier archy
Evalua tion Overal Objective
Evalua tion Specific Objective
Monitoring, interim Expected Results
evaluat ion, audit

Monitoring and Audit Activities




Continuous throughout the
projed

Perodic reviewat
significant point in projed
progress

Day to day adivities Assssoverdl delivery of

outputs, indicaors of outputs and progress

progressand change towardsobjedivesand
goal

Projed staff, projed users | Extema evaluaors,
projed usersprojed staff,
donors

Reguar medings, Extraordinary medings,

interviewsi addtiona data colledion

monthly, quarterdy reviews | exerdsesetc

etc. data

Reguar reports and Written report with

updaesto projed users,
management and donors

re@mmendations

for changesto projed i
presatedin workshopsto
diff erent stakeholders




Monitoring your project

Regular monitoring focuses on checking that the project is
Implemented in time within the provisions of the contract
and that the stated activities and immediate results of
projects are delivered according to the Action plan in order
to:

g¢Assess progress in implementation, outputs and
Immediate results;

g¢Assess management system (including management by
partners);

g¢Assess the quality of project documentation;
g¢Assess project problems and risk;

cAssess the level of partnership;

c¢Assess the publicity and visibility of the project

44



We check:

A that implemented project activities correspond to the project purpose stated in Grant
Contract;

ethat the project activities are effective in meeting objectives stated in Grant Contract;
ethe compliance between the stated activities and projects costs

ethat record keeping is adequate;

ethat procurement is carried out in line with provisions of Grant Contract;

ephysical existence of the procured equipment;

eVerify compliance with visibility rules;

It may be necessary to identify:

eReason for any delays in implementation;

eReason for any variation between forecast / actual outputs;

eReason for any variation between forecasts and actual breakdown of eligible costs
eAny possible risks for implementation of contractual obligations.

In case of variations between the forecast and actual outputs or any other project
problems related to effectiveness of the project or project documentation, corrective
actions have to be identified and the Contracting Authority informed in a tirPSer
manner.



Reporting: Narrative
and Financial

Logframe approach in Reporting




Reporting

Reporting is part of the overall data collection
and analysis process

. Why do we need reports and what do we
USE them for?

ldentify good practice
ldentify actual and potential problems so that we

can take ACTION
Improve planning and project management
support

Y } B
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Reporting

Focus on progress against the specific
objective and results achieved

_ The Narrative Section must include:

comparison between what was scheduled and
what happened/was achieved

work plan for remaining project period
. Should also include recommendations




Narrative Report- Interim T
Report

To prepare the Narrative Report:

Use the indicators from your logframe and Quarterly
Indicators Report to measure progress (update as
required)

Describe the project management approach

Assess the effectiveness of the partnership if any

Set out the promotional activities including how you
ensured EU visibility

Internal monitoring carried out- if any
Changes to the operating environment

Justifications to possible changes or changes made in the
activity schedule, budget etc.

b 3P
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Financial Reporting - Interim

_ The Financial Section must include:

Budget detalls

Copies of invoices and other supporting
documentation

Statement of co-financing contribution



Narrative Report- Final Report | s

Overall evaluation of progress against the specific
objective

Highlight any differences between planned and
actual results
ldentify how the project will be sustained

Include lessons learned and recommendations for
future actions

The technical section of the final report is like that of
the Interim report but in addition includes:

- Information against which to assess project impact

- Transfer of ownership of equipment
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Contents of Narrative Reports | ¢

Report Headings
Definition: Name, surname, partners, etc
Evaluation of activity implementation
Partners and other collaborations
Visibility

Supporting documents (examples)
Participant lists
Action plan
Evaluation reports
Expert reports
Reports of other institutions
Statistics
Logframe sources of verification



Financial Reporting e

Checking of financial reports against your contract
and the supporting documentation you provide:

Eligible expenditure

Consistent with application

Correct exchange rates

Appropriate supporting documentation

VAT
Significant deviance from planned expenditure

b 3EP
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Contents of Financial Report

Expenditure list 1 list of all expenditures,
enumerated, dated, include short explanations, Iin
euros and classified according to budget items

Bank statement for the period covered in the report

Budget table (excel) including the comparison of
the approved project budget and the real
expenditures

Cover page, including the amount of advance
payment(s) made, the real expenditures,
differences and the amount of request for payment



Bank Accounts - for all projects | s

Accounts and expenditure relating to the Action must be
easily identifiable and verifiable. This can be done by

- using separate accounts for the Action concerned or

- by ensuring that expenditure for the action concerned
can be easily identified and traced to and within the
Benefi ciarydos accounting and

Accounts must provide detalls of interest accruing on funds
paid by the Contracting Authority.

Please do not forget that you will at any time may be
required to provide bank statements as proof of payments.

Vi e
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Grant Contract content :

The following documents are attached to the Special
Conditions:

Annex |: Description of the Action
Annex II: General Conditions

Annex Ill: Budget for the Action

Annex IV: Contract-award procedures

Annex V: Standard request for payment and financial
Identification form

Annex VI. Model Narrative and Financial Report

Annex VII. Expenditure Verification Report Template i for
projects exceeding 12 months AND 100.000 euros financing

—
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Contract

. Contract total iIs a maximum

. Contract total is indicative still but percentage
IS fixed

~ Final amount is based on ELIGIBLE costs
Incurred

. Non-retroactivity

. Same conditions apply to the use and
accounting of the co-financing contribution




Eligibility of Costs (GC 14.1,14.2) |

a)they are incurred during the implementation of the action as specified in the
Special Condition with the exception of costs relating to final reports and
expenditureverification.Eventualcontractsforgoods/services/works
used/provided/delivered during the implementation period may have been
awarded but not executed by the Beneficiary or his partners before the
implementation period of the Action started, provided the provisions of Annex
IV were respected. Such costs must be paid for before the final report is
finalised.

b) have to be indicated in the estimated overall budget of the action,

c) have to be necessary for the implementation of the action which is the
subject of the grant,

d) must be identifiable and verifiable, in particular being recorded in the
accounting records of the beneficiary and determined according to the
applicable accounting standards of the country where the beneficiary is
established and according to the usual cost account practices of the
beneficiary,

e) have to be reasonable, justified and comply with the requirements of sound
financial management, in particular regarding economy and efficiency B Sg
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Eligibility of Costs (GC 14.1,14.2) |

the cost of staff assigned to the Action, corresponding to actual salaries plus
social security charges and other remuneration-related costs; salaries and
costs must not exceed those normally borne by the Beneficiary or his partners,
as the case may be, unless it is justified by showing that it is essential to carry
out the action;

travel and subsistence costs for staff and other persons taking part in the
Action, provided they do not exceed those normally borne by the Beneficiary or
his partners, as the case may be. Any flat-rate reimbursement of the
subsistence costs must not exceed the rates set out in Annex Ill, which
correspond to the scales published by the European Commission at the time of
signing this contract;

purchase or rental costs for equipment and supplies (new or used) specifically
for the purposes of the Action, and costs of services, provided they correspond
to market rates;costs of consumables;

subcontracting expenditure;

costs deriving directly from the requirements of the Contract (dissemination of
information, evaluation specific to the Action, audits, translation, reproduction,
insurance, etc.) including financial service costs (in particular the cast of
transfers and financial guarantees); B S@
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Reporting- When? T

Note: Payments, apart from the pre-financing payment, are always
conditional upon the submission and approval of reports

The following derogations to the standard contract are made for CSS Il and
11

A. For projects with an implementation period LESS than 12 months:
- a pre-financing of 60% of the total amount of the grant at signature
- A balance of 40% of the total amount of the grant within 45 days of the
approval of the final report by the EC

B. For projects with an implementation period of more than 12
months or less than (or equal to) 18 months:

- Initial pre-financing installment of 40% of the total amount of the grant
at signature of the contract

- Interim installment of 40% after 9 MONTHS from the date of the
signature of the contract, provided that the expenditure incurred by the
beneficiary stands at at least 70% of the pre-financing payment as seen in

b 3EP
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in 45 days of approval of the final report by the EC




Reporting- When?

C. For projects with an implementation period of more than 18
months:

- initial pre-financing installment of 40% of the total amount of the grant
at signature of the contract

- Interim installment of 40% after 12 MONTHS from the date of the
signature of the contract, provided that the expenditure incurred by the
beneficiary stands at at least 70% of the pre-financing payment as seen in
the interim report

- A balance within 45 days of approval of the final report by the EC




Process 1T Submitting Final Report oo
For all projects

~ When?

. Within the 3 months period after the last
day of your Contract.

~ For beneficiaries which do not have their
headquarters in the country where the

Action Is implemented, this deadline is 6
months.



Process i Final Payment 2
All projects
~ When?

. The balance within 45 days following the approval of
the submitted report and documents by the
Commission

Note: Payments not made within 45 days following the approval, you have the
right to require interest



BE CAREFUL!!!! ot
For all projects

On the last day of your project end date (mentioned in the
contract) -independent from the advance payment amount you
received- you are expected to spend the WHOLE approved project
budget in an identifiable and justifiable manner (with the
exceptions of costs related to prior expenditures incurred during the
project period and costs associated with the preparation and
submitting of a final report)!

DO NOT FORGET that the final payment which will be made by the
Commission will be calculated over the TOTAL expenditures
incurred during the project period!

In project budgets not monitored and/or effectively managed, there is
a risk of not getting the final payment at all or even to fall into a
position to make refunds!



Important Issues

Conformity of expenditures with the budget and activities
Payment methods

Exchange rate T euro vs others

Per diem amounts

Service and Goods procurement

Amendments (methods) in budget, activity and/or activity plans
(Financial) Audit

Supporting documents

Contents of technical and financial reports

Visibility guidelines

Communication(s) with the Commission



Important Issues I Conformity of S
expenditures with the budget and activities

You cannot add another budget item which is not already in
the approved project budget without the authorization of the
Commission

You have to respect the unit prices and total costs in the
approved project budget

Example: If you have foreseen the unit prices of flight tickets as

200 euros and you have 4 flight tickets in your budget, it is

expected that you should not exceed (as much as possible) the

%_O(%O euros total amount but also not exceed the 200 euros per
ight.

Your expenditures should be in accordance (in line) with your
project activities

Example: If you have a 1500 euros budget for realizing a
workshop, then, along with the expenditure invoice, you should
also have the supporting documents such as signature lists,
evaluation forms, photographs to proove that the activity was
actually realized.



Important Issues I Payment e
Methods

Do not forget that all costs in your budget are GROSS amounts
and include all additioal costs such as taxes (excluding VAT) or
security payments associated with it.

Example: If you have foreseen a 1500 euros salary for the project
coordinator, make sure your expenditures for this salary including
the net salary, insurance, taxes, etc does not exceed this total
amount.

Please take extra caution to make your payments through bank
transfers. Strongly advised to use this method for relatively
higher amounts such as salaries, publications, etc.

All expenditures should be accurately recorded in your (or your
p ar t naecownting books and/or tax documents and they
should all be reasonable, justifiable and verifiable by original
supporting documents.




Important Issues I Payment $
Methods

You should keep an appropriate accounting and double-

entry book-keeping system. These systems may either be

an Integrated part of your or
an adjunct to that system.

All your expenditures should be recorded and verifiable.
These proofs and documents should be kept (in original)
for 7 more years following the end of the project date.

Supporting documents are documents such as
accounting records, bank statements, invoices, contracts,
procurement documents, timesheets, transport tickets
(Including boarding cards) receipts, vouchers pay-rolls,
tax or insurance payment proofs, etc



Important Issues I Payment $
Methods

For some of your expenditures you may need to provide
additional supporting documents. Please keep them for
a possible audit.

Example:

For fuel and oil expenses, a summary list of the distance
covered, the average consumption of the vehicles used, fuel
costs (per km) and maintenance costs; a statement as to
who went where and why, etc.




Important Issues i exchange |:
rate 1 euro

Please do not forget that you will be preparing your financial
reports in euros. Any expenditures you make in other
currencies should be transferred to euros in these reports.
Commission publishes a monthly euro exchange rate (for all
currencies) and you should use this exchange rate during this
transfer. These currencies are published monthly at the
following web site:

http://ec.europa.eu/budget/inforeuro/index.cfm?Language
=en

You cannot use market exchange rates (nor bank rates) for this
calculation. If there are differences between the market rates
and the rates published by the Commission, due to the general
conditions, these currency exchange losses will not be
accepted as eligible costs



Important Issues i Per diem e2it
rates

Maximum per diem rates which could be provided to project
personnel and/or participants are published by the Commission
which are renewed annually. These rates are published at the
following web site:

http://ec.europa.eu/europeaid/work/procedures/implementati
on/per diems/index en.htm

Please check these amounts when necessary and do not exceed
these amounts. You cannot exceed these rates even if your
approved budget rates are higher. If such a situation develops,
please make necessary adjustments in your budget and let the
Commission know.


http://ec.europa.eu/europeaid/work/procedures/implementation/per_diems/index_en.htm
http://ec.europa.eu/europeaid/work/procedures/implementation/per_diems/index_en.htm
http://ec.europa.eu/europeaid/work/procedures/implementation/per_diems/index_en.htm

Important Issues | e
Per diems

Please do not forget that per diems can only be
provided to the project personnel and/or
participants to your activities, only when over night
stays take place. If there is no over night stay, you
cannot provide per diems. Per diem units are
calculated by taking into consideration the number
of nights spent in another city or country and not
the number of days.



Budget and Activity 3
Amendments

You must submit an amendment (in WRITTEN form) request to
the Commission at least one month before the date on which the
amendment should enter into force

Where the amendment to the Budget or Description of the Action
does not affect the basic purpose of the Action and the financial
Impact is limited to a transfer between items within the same
main budget heading or a transfer between main budget
headings involving a variation of 15% or less of the amount
originally entered (or as modified by addendum) in relation to
each concerned main heading for eligible costs, you may
amend the budget and inform in writing without delay the
Commission accordingly.

Go through handout on ammendments and modifications for
detalls



000
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Group exercise :

, For the following cases:

1) Identify whether you need a notification or an addendum (is it a
minor modification or major) or cases where none are allowed if
any

2) Prepare an addendum request for major modifications

3) Identify, if any, supporting documents to be provided

a) Change of address

b) Change of project coordinator

c) Change of time of activity (e.g. instead of month 3, the training will
be conducted in month 6)

d) Change of project purpose

el Move from budget | i ne AHuman r

| i ne AAdmini strative Costso
Move 1500 EUR from other costs to travel

€S



Important Issues 1 (Financial) Audit

If the length of your project is more than 12 months AND
the grant amount you have requested from the
Commission is more than 100.000 euros, you are
required to make a contract with an independent auditor and
purchase her/his service.

The auditor should be an approved auditor who is a

member of an internationally recognised supervisory

body for statutory auditing who will be preparing the
NExpenditure Verification Repo
Inspections in your records.



Important Issues T (Financial | se
Audit)

You may be required to find the auditor you would be
working and sign the contract with her/nim with before
the contract signature. If this is the case, you will be
providing the name and address of the auditor to the
Commission to be written in the Special Conditions.

Independent of the auditor requirement, you accept, by
signing the contract, any kind of audit which may be
made by the Commission. This is binding for ALL
PROJECTS and this audit could be made during the
project implementation period or any time within the 7
years after the project ends.



Supporting Documentation 4

Required for every single transaction and shouldibe
readily available for reporting as well as any
auditing. Examples of supporting documents
include:

Accounting records (computerised or
accounting system such as general ledger, sub ledgers and payroll
accounts, fixed assets registers and other relevant accounting information;

Proof of procurement procedures such as tendering documents, bids from
tenderers and evaluation reports;

Proof of commitments such as contracts and order forms;
Proof of receipt of goods such as delivery slips from suppliers;
Proof of completion of works, such as acceptance certificates;

Proof of payment such as bank statements, debit notices, proof of
settlement by the subcontractor;




Supporting Documentation |l 4

Proof of delivery of services such as approved reports, time
sheets, transport tickets (including boarding passes), proof
of attending seminars, conferences and training courses
(including relevant documentation and material obtained,
certificates), etc;

Proof of purchase such as invoices and receipts.

For fuel and oil expenses, a summary list of the distance
covered, the average consumption of the vehicles used, fuel
costs and maintenance costs;

Staff and payroll records such as contracts, salary
statements, time sheets. For local staff recruited on fixed-
term contracts, details of remuneration paid, duly
substantiated by the person in charge locally, broken down
Into gross salary, social security charges, insurance and net
salary.



Supporting Documentation Il

Documents must:
be made out to the Grant Beneficiary
show the currency
Include the date and place of issue
show the subject




Record keeping

. Records regarding the project must be kept
for 7 years after the date of completion of the
project

. Be accessible to the EC and evaluators,
auditors etc contracted by the EC




Tax Exemption

. Tax exemption certificate




Procurement

Rules and Procedures




PRAG T

Practical Guide to Contract Procedures for EC
External Actions

_ (PRAG)

. http://ec.europa.eu/europeaid/work/procedur
es/implementation/practical _guide/document
s/2008new_prag_final en.pdf
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http://ec.europa.eu/europeaid/work/procedures/implementation/practical_guide/documents/2008new_prag_final_en.pdf
http://ec.europa.eu/europeaid/work/procedures/implementation/practical_guide/documents/2008new_prag_final_en.pdf
http://ec.europa.eu/europeaid/work/procedures/implementation/practical_guide/documents/2008new_prag_final_en.pdf

PRAG :

NThere are strict rules gov
contracts are awarded. These help to ensure that

suitably qualified contractors are chosen without bias

and that the best value for money is obtained, with the
full transparency appropri a

- Procedures ensure value for money

- Items that are purchased without observing the
procurement procedure rules are ineligible




General Rules

Relates to all PROJECT expenditure not just
GRANT expenditure

Nationality

Country of origin

Most economically advantageous wins
Fair competition

Transparency

No retroactivity

Without conflict of interests

No splitting or slicing of contracts

7




Nationality Rule

Participation in the procurement and grant procedures is normally open on
equal terms to all natural and legal persons from:

a)a Member State of the European Union;
b)a Member State of the European Economic Area,;

c)an official candidate country/a country that is a beneficiary of the
Instrument for Pre-Accession Assistance;

d)a country that is directly beneficiary of the aid implemented through the
corresponding basic act;

e) in the case of procurement and grants financed under a thematic
programme, a developing country as specified by the OECD Development
Assistance Committee annexed to the instrument;

f)an international organisation;

g)those countries that are beneficiaries of a decision establishing reciprocal
access to external aid;

h)as the case may be, another third country (exceptions, derogations).
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Rule of Origin

All supplies and materials purchased under a contract
financed under an EU instrument must originate from the EU
or from an eligible country

A product can not originate in a country in which no
production process has taken place. On the other hand, the
country of production is not necessarily the country of origin.

Furthermore, the country of origin is not necessarily the
country from which the goods have been shipped and
supplied. Where there is only one country of production, the
origin of the finished product is easily established. However,
In cases where more than one country is involved in the
production of goods it is hecessary to determine which of
those countries confers origin on the finished goods.

87



So what Is 1t??7?

. The country of origin is deemed to be the
country in which the goods have undergone
their last, economically justified, substantial
transformation and the provisions of Article
24 of the Community Customs Code must
therefore be applied on a case by case basis
to those goods. If the last substantial
transformation has not taken place in a
Member State of the European Union or one
of the eligible recipient countries, the goods
cannot be tendered for the project. ’



Derogation to the Rule of
Origin

. Derogations may be justified on the basis of
the unavailability of products and services In
the markets of the countries concerned, for
reasons of extreme urgency, or if the
eligibility rules would make the realisation of
a project, a programme or an action
Impossible or exceedingly difficult.
(cheapness of products is not such a ground)

. Try to get certificate of origin If possible

. Discuss with CA before purchasing if not sure
about the origin o



Tendering

. Tender documents must be drafted In
accordance with best international practice. If
beneficiaries do not have their own
documents, they may use the models relating
to external actions published on the
EuropeAid web site - Prag Annexes

. No Contract may be split simply to evade
compliance with the rules set in Annex IV of
the Grants Contract.
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STEP 1 Preparation of Tender Documents

Prag standard tender dossier will be used in all procurement Contracts
valued above EUR 10,000. Note that it is not obligatory to use standard
Prag Contracts. For lower valued procurement Contracts Grant Beneficiary
may use a written request for quotations or use suppliers catalogues.

The preparation of tender includes following tasks:

1. Drafting Terms of Reference (for Services), or Technical Specifications
(for Supplies) or Technical Description of Works (for Works) have to be
prepared by the Grant Beneficiary. They should describe the characteristic
of required services, works, materials or goods (such as quality,
performance, safety or dimensions). No mention of the manufacturer of
goods and services or trade marks should be made in technical
specifications. An exception to this general ban is only allowed where the
subject of the Contract cannot otherwise be described (and in such cases
t he wor ds fiéshouleebg used).a |l e n't o1



2.Establishment of award criteria. The Grant Beneficiary is free to establish its own
award criteria. The following options may be used in all types of Contracts:

T Option 1. Most economically advantageous tender - combination of quality (delivery
date, running costs, cost-effectiveness, quality, aesthetic and functional
characteristics, technical merit, after-sales service and technical assistance) and
price. If this option is selected the weightings of quality and price should be stated in
the Tender Dossier (i.e. 80% quality and 20% price, or any other combination).

T Option 2. Lowest price only. Note the Beneficiaries should be advised to use the
lowest price as an award criteria in case of fi fi-the-shelfé standard goods or IT
equipment (computers, printers, etc.), where all requirements should be clearly
defined in the technical specification and no merit should be given for technical
performance beyond what is required in the Technical specification.

3. Definition of minimum requirements for the technical, professional, and economic
capacity of the supplier (if necessary). These criteria should not be discriminatory and
should not block competition.

4.Development of Administrative Compliance Grid.

5. Development of clear qualitative (non cost) criteria and assigned weightings to
each qualitative selection criterion reflecting its relative importance and prepare a
Technical Evaluation Grid. The Evaluation Grid with its criteria and weightings must
be attached to the tender dossier 92



STEP 2 Invitation of Tenders

Grant Beneficiary invites companies to submit
tenders by publishing procurement notice in case of
open tender procedure. In case of competitive
negotiated procedure the Beneficiary draws up a list
of at least three suitable firms, providers of services,
or supplies, or works of his/her choice and sends
them a written invitation to at least 3 companies in
case of competitive negotiated procedure.Three
technically compliant offers must be received or the
procedure must be cancelled. Therefore it is prudent
more than three companies to be invited to submit
an offer o3



STEP 3 Evaluation of tenders

Tenders must reach the Grant Beneficiary at the address
given in the letter of invitation and by the time and date
specified. Tender proposals must be sent in two
separate envelopes, one containing the technical
proposal and the other the financial proposal. This has to
be specified in the invitation to tender.

No particular format is required for the offers though the
description of the quality and quantity of
services/goods/works, unit price, total price and
conditions of payment has to be clearly established.

Tender proposals are opened and evaluated by an
Evaluation Committee, comprising of at least three
members, nominated by the Grant Beneficiary staff with
technical and administrative capacities. %



The whole procedure should be documented in:
1Tender Opening Report;

2Administrative Compliance Grid for the examination of the
administrative conformity of tenders (check that tenders comply with
the essential requirements of the tender dossier);

3 Technical Evaluation Grid. In case of price based Contracts - the
Evaluation Committee will rule on the technical admissibility of each
tender, classifying it as technically compliant or non-compliant. In
case of quality and price based Contracts - the Evaluation
Committee assesses the quality of each tender;

4The evaluation process and result has to be recorded in an
Evaluation Report.

Each offer must be evaluated according to its merits, before one
Contractor is selected and the Contract awarded. After evaluating
the proposals, the Evaluation Committee identifies the most
economically advantageous tender proposal on the basis of
technical quality and price. %



Records of tender procedure

. Afile of the evaluation process must be kept.
This has to include: a copy of the invitation of
offers, all offers received, the summary of the
evaluation documents, the Contract and, later
on, the invoices or receipts.
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Rules for contracts over t
10,000

. Evaluation, by a committee, of at least three
offers

. Use and keep standard tender dossiers and
other templates

. Evaluate using the criteria stated in the
dossier



Important Issues | oo
Services / Supplies Procurement

Service contracts worth less than G 200 000 and supplies
contracts worth less than 0 30 000 must be awarded by means of
a negotiated procedure without publication, in which the
Beneficiary consults at least three service providers of its choice
(in written form) and negotiates the terms of the contract with one
or more of them.

For services or supplies of a value of u 10 000 or less, the
Beneficiary may place orders on the basis of a single tender.

For supplies contracts between u 30 0001 60 000 euros are
awarded by means of an open tender procedure published locally:
the procurement notice is published in all appropriate media but
only in the country in which the Action is being carried out.



Important Issues |
Services / Goods Procurement

In services purchases, (especially when the human resources are
concerned) do not forget to make a contract with a Terms of
Reference which includes a detailed job description, period of
service and fees

Any taxes born out of service purchases should be within the
GROSS unit and total costs you have identified in your budgets.

In supplies purchases, prepare a technical terms of reference for
goods/supplies you want to purchase and by using them ask
suppliers to quote prices, from which you will choose the best
option (cost-effective option)



Human Resources: Contracts

. Each person you recruit should have a
contract

. These will be submitted as supporting
documents

. They should be accompanied by timesheets
at the reporting period

101



Human Resources: Contracts
|1

. Project Contract Number

. Names: Employer and employee, their
addresses and contact info

. Position proposed

_ Contract start and finish date

. Payment methods and conditions
. Fees and unit rates

. What the fee includes (tax, social security
etc.)

102



Human Resources: Contracts
11

. The contract and any call for recruitment
should include:

- Professional qualifications

- General qualifications

- Responsibilities

- Expected results

- Who is the person responsible towards

- Litigation

- Contract termination

- Signatures, date and names



Exercise

_ook at your project
dentify 1 potential contract
Prepare a terms of reference
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Visibility Rules

Article 6 of General Conditions




EU Visibility Guidelines

. Communication and Visibility Manual for EC
External Actions




Visibility issues $

You will be expected to take all measures In
announcing that the Commission is funding your
project.

Include relevant information about the project and
Commi ssi onds contribution
open to public, communication with the media, In

your reports, etc.

Use EU logo anywhere possible.

Include relevant visual material, information and/or
sentences In conferences, seminars, publications or
press releases indicating the EU financial aid.

Follow the visibility guidelines of the Commission
within the duration of the project, as much as
possible.



Visibility Issues :

Any publication in whatever form and by whatever
medium, including the internet, must include the
following statement:

Nrhis document has been produced with the
financial assistance of the European Union. The
contents of this document are the sole responsibility
of < Beneficiary's name > and can under no
circumstances be regarded as reflecting the position
of the European Union. 0O



Where?

All Partners must make reference to the European Communityd financial contribution
and display the EU logo on any product concerning the project, including:
Stationery, letterheads, business cards, envelopes;

Web site materials, slides, transparencies, panels;

Newsletters;

Catalogues, publications, leaflets;

Plaques, bill boarding or special signs or stickers;

Press kits and press releases, advertisements;

Conference and seminar documents and training materials, including invitations to
seminars, agenda, materials;

Internal and external reports;

Stand material for exhibitions, fairs, etc. ;

CD, videos;

Any other publications;

Information given to the final recipients of the projects;

Equipment signs;

in case of reconstruction or refurbishment of building a plate on the venue.




Equipment & Publications :

. Any supplies or equipment delivered under an
EU-funded project must be clearly defined and
must visibly carry the EU logo and mention
NProvided with the supp:¢




Events

Training Courses
Conferences
Seminars

Fairs

Exhibitions
Workshops

o Po o Do Do

To

European Flag or banners

At least one press release

Use the appropriate
stationary

Report presentation format

EU involvement in
preparation and implementation
of such events

Other visibility action
guidelines (brochure, website,
audivisual presentation etc.)



Written Material content

EU Logo

Disclaimer

Concise Project Information

Contact Detalils

Information on EU contribution on cover

page




Communication with the EC

Be in constant communication with the person/people
designated by the Commission as responsibles for your
projects.

In instances when you feel unsure or need more
clarification, consult these person/people in WRITTEN form
and require WRITTEN answers as much as possible.

Take print outs of all communications with the
Commission, even if they are e-mails, and save them for 7
years.

Inform these designated person/people about your
upcoming project activities as early as possible (15 days
prior to the event if possible) in WRITTEN form.



Thank You!

mericozgunes@gmail.com
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