Cooperation Agreement: 2021-2023
BMZ Project Number:.2020.2619.3 AWO
AWO Project Number: 601050 ADBMI : International

Partner Organization: ADBMI Foundation

COOPERATION AGREEMENT
1st January 2021-31st December 2023

between

1. Yayasan Advokasi Buruh Migran Indonesia (ADBMI Foundation)
Diponegoro street no. 27, Selong sub-district
Lombok Timur district,
West Nusa Tenggara province
Indonesia _
(hereinafter referred to as Local Partner)

and

2. Arbeiterwohifahrt International e.V.
Heinrich-Albertz-Haus
Bllcherstr..62/63

- 10961 Berlin
Germany _ 4
(hereinafter referred to as AWO)

1. Contractual Object

‘This Cooperation Agreement regulates the terms and conditions for the project

Scaling Up Community Initiatives for Migrant Workers’ Early Protection in Their vil-
' lages in East Lombok, -

BMZ Project number 2020.2619.3
AWO Project number 601050 ADBMI

Hereinafter referred to as “the Project”.

The following Annexes are an integral part of this Cooperation Agreement:

Annex 1: Logframe

Annex 2: Budget

Annex 3: Financial Guidelines

Annex 4: Template of written fund request

Furthermore, the conditions in the guidelines for the financing of corporate and socio-structural
political measures under Title 2302, Items 687 03, 687 04 and 687 12 (revised version, valid
from 1 January 2002) from the Federal Ministry for Economic Cooperation and Development
(BMZ) shall apply for the execution of the Project.
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BMZ Project Number: 2020.2619.3 o
AWO Project Number: 601050 ADBMI AW International

Partner Organization: ADBMI Foundation

Insofar as further guidelines applying to the Project execution are stipulated by BMZ during the
Project execution and for the duration of the Cooperation Agreement, the Cooperating Partners
shall consider these guidelines accordingly when executing the Project. '

2. Title, Description, Location and Aims of the Project

The Project shall be carried out in the following Project regions (Name of cities, towns, com-
munities, districts and sub-districts etc.):

Five villages in East Lombok.

No. District Sub-district Villages

1 Terara Suradadi

2 Keruak Ketapang Raya

3 East Lombok Pringgasela Pringgasela Timur
4 Wanasaba Wanasaba

5 Suralaga Anjani

- The measures described in the Logframe shall be implemented by the Local Partner

The target groups of the Project are (including quantities)
Direct beneficiaries:

A total of 5,500 individuals consisting of:

e 1,255 households in the villages (or 6,275 family members using avg. of 5 members
per household)
3,200 children of migrant families, those under 18 years of age

¢ * 1,000 village residents actively involved in activities such as lobbying, dialogues and
_hearings, and recipients of written materials

e 45 LSD members

Indirect target group:

A total of 35,000 individuals consisting of

32,807 residents in the five villages

300 employees of financial and social institutions

1,000 clients/customers that access credit schemes from financial institutions
1,000 recruitment agency workers and brokers

The main objective (intended impact) of the Project is: -

Improved: protection for migrant workers and their families through the collaboration of social
structures in their home regions
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The expected outcomes (value) of the Project are:

Outcome 1: The migrant workers in the 5 target villages have improved their situation
by the application of safe migration practices

Outcome 2: The inclusive protection for migrant workers and their families began to be
implemented-

Outcome 3: The economic resilience of migrant families has increased

*OD-Outcome: The capacity of ADBMI and LSDs to share their knowledge and attract
public attention for issues on safe migration is strengthened

Adjustments to the Project plan by the Local Partner require the written consent of AWO.

3. Financing the Project / Budget and Contributions

This Project shall be financed with funds from the Federal Ministry for Economic Cooperation
and Development (BMZ).

On the condition that AWO receives the corresponding funds from the Federal Ministry for
Economic and Cooperation and Development for the Project covered by this Agreement, AWO
shall provide the Local Partner with funds for the development, implementation and execution
of the Project agreed upon in this contract:

Up to € 80,000 in 2021
Up to € 80,000 in 2022
Up to € 80,000 in 2023

The distribution of funds shall take place according to the budget planning (Annex 2).

4. Conditions for Payment

The Local Partner must first present a written fund request. This request for resources must
correspond to the template attached to this Agreement as Annex 4.

AWO shall consent to and arrange payments if the fund request complies with the budget
planning. L

AWO reserves the right to stop -payments and transfers at any time or to claim back the funds
already paid out, if the Local Partner does not fulfil the terms of this Agreement.
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5. Obligations of the Local Partner

a. Use of Funds

The Local Partner is obliged to use the funds provided by AWO exclusively for the Project
covered by this Agreement and strictly in keeping with the Financial Guidelines (Annex 3) and
specifying Regional Regulations that might be announced by the respective Regional Office of
AWO International.

b. Accounting and Financial Controlling
The Local Partner is obliged to open a bank account in local currency in which AWO can make
the funds available.

This bank account must be used exclusively for the handling of payments for the Project cov-
ered by this Agreement.

Orders and money transactions which are not related to this Project must not be administered
through this account.

The Local Partner shall give AWO the name of a contact person who will take responsibility
for the accounting and financial controlling for the Project covered by this Agreement.

c. Reporting and Information Obligation

The Local Partner must present semi-annual Project reports (Actwnty-Momtonng) and complete
annual Project reports at the end of each year using the format provided by AWO. These re-
ports should describe the progress, success and any problems associated with the Project.
Project reports must be submitted no later than 15 days after expiry of the term.

The Local Partner must also present monthly statements of accounts (MSOA) as well as semi-
annual and annual financial reports in accordance with-the applicable Fmancnal Guidelines
attached to this Agreement.

AWO shall carry out regular visits to the Project. The Local Partner must provide all necessary
support for the visit of AWO representatives, advisors and consultants.

The Local Partner must retain all documentation which is relevant to the Project as well as
proof of actions performed and original bills/receipts for expenses occurred for the duration of
the Project and for up to ten years after its conclusion, for an audit by representatives of AWO
and/or authorised representatives of the funding agency and/or independent; authorised ac-
countants. When requested, digital copies of the original documents must be sent to AWO.

The storage and archiving location for the documentation and proof must be shared with AWO
at the beginning of the Project. If the Local Partner changes the storage location, AWO must
be immediately informed of the new location.

AWO is entitled to commission an independent auditor to audit the Project at the end of each
Project year (calendar year). The purpose of this audit is, in particular, to verify whether the
‘funds provided to the Local Partner by AWO have been properly used for the purposes of the
Project. .
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d. Social insurance The Local Partner ensures the social welfare of their staff by complying
with the provisions stipulated in the respective law of the country. Social insurance premium
will be paid for all AWO project staff and accounted for as salary related cost.

6. Duration and Termination of the Cooperation Agreement

This Agreement shall begin on 1%t of January 2021 and end on 31%t of December 2023, but at
the latest with the termination of the Project which is covered by this Agreement.

AWO is entitled to terminate this Cooperation Agreement for good reason without a notlce
period.

A good réason for termination shall exist in particular if

a. the Local Partner does not manage the transferred funds appropriately, or engages in fraud
or corruption;

b. the Local Partner does not use the transferred funds according to this Cooperation Agree-
ment; o

c. itis or.becomes impossible to achieve the described aims of the Project;

d. the Local Partner has breached an obligation or a duty from this Agreement.

7. Repayment of Awarded Funds

If there is good reason for a termination of this Cooperation Agreement and AWO terminates
‘this Agreement, AWO is entitled to claim back all the funds which have already been paid out.

The funds which are requested back shall be subject to an interest rate of 5% above the re-
spective basic interest rate of the European Central Bank p.a.

8. Property and Use of Durable Goods

All durable goods acquired with the funds provided by AWO and which are part of the mventory
in accordance with the attached guidelines shall be acquired by the Local Partner in the name
of AWO.

As a matter of precaution, the Local Partner shall relinquish all proprietary rights to AWO which
the Local Partner acquires in line with the Project using the Project funds provided.

AWO shall grant the Local Partner a right of ownership to these durable goods with the proviso
that these durable goods must be used for the purposes of the Project for the duration of the
Cooperation Agreement.

This right of ownership ends with the termination of the Cooperation Agreement. At the request
of AWO, the Local Partner shall then release the durable goods to AWO. Alternatively, AWO
can conclude a transfer agreement with the Local Partner or instruct the Local Partner to re-
lease the durable goods to a third party nominated by AWO.
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For the use of these durable goods-the following commitment periods for project-related appli-
cation shall be respected depending on the asset:

» fifteen (15) years in the case of real estate objects with a value higher than €50,000

» five (5) years for durable goods with a value greater than €5,000

 two (2) years for durable goods with a value of up to €5,000.

These consumer goods may not be loaned, 'sold or otﬁeryvise made available to third parties
without the prior consultation of and written consent from AWO.

9. Public Relations

The Local Partner shall provide AWO with information materials and images required to report
to the public and media on the project activities. _

The Local Partner shall inform AWOQ about any publications or interviews associated with the
Project.

All publications and printed materials (Banner, T-shirt, Leaflet) as well as materials in audio-
visual and digital form (Internet web pages, videos, etc.) produced under this agreement must
carry the logo of AWO. AWO will therefore provide the Local Partner with all relevant logos in
electronic form as well as the applicable Visibility- Guideline.

Any duplication, dissemination, storage for later retrieval or online accessible making of the
publications funded under this agreement shall only be permitted with the prior consent of
AWO. :

Moreover, every publication created by the Local Partner must contain the following passage

including a disclaimer of liability: “This publication was supported by AWO with funds provided

by the Federal Ministry for Economic Cooperation and Development (BMZ). Contents, views

and statements of the publications produced under this Project are those of the Local Partner

and must not comply with those of AWO”.

The Local Partner shall grant AWO the right for the use and unrestricted dissemination of the .
publications funded under this cooperation. Copyright laws are thereof not affected.

10. Anti-Terrorism Clause

The Local Partner shall comply with all relevant local laws and regulations that address terror-
ism and terrorist activity.

11. Regulation for the Prevention of Sexu_al Exploitation and Abuse

1. The Project Partner is obliged to respect the dignity of all staff and beneficiaries. AWO
expects Project Partner and its staff to respect the dignity of every person and therefore
refrain from degrading, humiliating and exploiting others, including verbal harassment
and harassment through digital devices.

2. The work with vulnerable persons, including children, persons with disabilities, women,
elderly people and members of minority groups inevitably entails imbalances of power.
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International

In order to prevent sexual exploitation and abuse, AWO International adopts the Inter-
agency Standing Committee (IASC) Six Core Principles Relating to Sexual Exploitation
and Abuse, and by signing this contract, the Project Partner also agrees to the following:

Sexual exploitation and abuse by any of the Project Partner’s staff constitute acts of
gross misconduct and are therefore grounds for termination of employment.

Sexual activity with children (persons under the age of 18) is prohibited regardiess of
the age of majority or age of consent locally. Mistaken belief regarding the age of a
child is not an acceptable defence.

Exchange of money, employment, goods, or services for sex, including seXuaI_féVours
or other forms of humiliating, degrading or exploitative behaviour is prohibited. This
includes exchange of assistance that is due to beneficiaries.

Sexual relationships between the staff of the Project Partner and beneficiaries are
strictly prohibited since they are based on inherently unequal power dynamics. Such
relationships undermine the credibility and integrity of the humanitarian and develop-
ment work of the cooperation project implemented by the Project Partner.

Where a staff of the Pro;ect Partner develops concerns or suspicions regarding sexual
abuse or exploitation by a fellow staff or project related person, whether within the
organization or not, he or she must report such concerns via established reporting
mechanisms. The Project Partner is responsible to establish adequate protection and
complaint mechanisms in the project context to prevent any kind of sexual exploitation
and abuse and must share such mechanisms to AWO International. Allegations
against any of the Project Partner’s staff or any ongoing investigations must be re-
ported to AWO International, as soon as known to Project Partner, either to the Head
Representative of the concerned Regional Office of AWO International or to the Exec-
utive Director of AWO International in Berlin.

The Project Partner and its staff are obliged to create and maintain an environment
which prevents sexual exploitation and abuse and promotes the implementation of

their code of conduct. Managers at all levels have particular responsnbllltles to support

and develop systems which maintain this environment.

AWO International reserves the right to immediately terminate this Contract of Cooperation, to
discontinue fund transfers, as well as to demand for the repayment of previous transfers, if it
is proven that the Project Partner has failed to take appropriate and serious action on any
allegations of sexual exploitation and abuse against Project Partner staff.

12. AWO shall not be liable for:.

Any third party claims, losses and expenses that may arise from the Local Partner’s
negligent, recklessness or intentional act or omission that is related to or in-connection
with this Agreement.

Compensation for the death, disability or other hazards which may be suffered by the

employees, vendors, agents or other representatives of the Local Partner arising from
the Local Partner’s performance in connection with this Cooperation Agreement.
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AWO Project Number: 601050 ADBMI
Pariner Organization: ADBMI Foundation

International

Cooperation Agreement: 2021-2023 '

This Agreement is concluded under the application of German substantive law. AWO and the
Local Partner agree that for any possible disputes resulting from this Agreement and/or such
disputes resulting from the execution of the Project, the Regional Court of Berlin shall be the
locally competent authority. ;

14. Severability Clause

This Agreement consists of 8 pages as well as Annexes 1, 2, 3 and 4. Further subsidiary
agreements shall not apply. If one or several provisions of this Agreement are wholly or partially
invalid, this shall not affect the validity of the whole Agreement and the Annexes. The Parties
agree that the invalid provision should be replaced with a provision which best approximates
the intended objective of the invalid provision.

Berlin, 11.12.2020 Place and Date M 26:\2- 20720

MIGR ¥ Binane

~ A,

Ingrid Lebherz
Executive Director
AWOQ International ADBMI Foundation

Berlin, 11.12.2020

SN

o Sl o P
Rudi Frick
President of the Board International 8.V,
AWO International &
‘Wmmum
| Telefon +45 (©)30 25292771
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0. General Rules and Regulations

Finances (General)

The financial year for projects supported by AWO shall be from 1 January to 31 December.
Book keeping and financial reports for the project, which is the object of the contract, must
be completed within this period.

For the financial project reporting, the rules of Cash Basis apply. This means, that the date
of the actual receipt (receipt of payment) and payment (outgoing payment) is crucial.

In addition, the bookkeeping according to national/international standards requires all trans-
actions to be registered into a separate, ordinary and commercially managed accounting
system (Accrual Basis).

The funds must be used efficiently and economically.

Due to BMZ regulations, funds must be spent for the purposes of the project within 3 months
after being received, and at the latest by 31 December of the corresponding year.

Income

The project accountant must account the gross sum of the transfer. The bank commission
must not be deducted. This bank commission should be accounted as project expenditure
under ‘running costs’.

in general, the project bank account should not accrue any interest. If interest is neverthe-
less accrued, the local partner must disclose this interest and make proposals for its use,
which need to be in accordance with the project objectives, and require the written consent
of AWO. Any interest which is spent without the prior approval of AWO must be repaid by
the local partner. The same applies for income generated through project activities (e.g.
sale of publications and project-related products).

Euro amounts as per contract are binding. Foreign exchange gains/losses are analyzed in
Q3. The use of foreign exchange gains requires the prior consent of AWO. Losses need to
be compensated through budget adjustments.

Expenditure

All expenditure must be proven with invoices and receipts.

A system for executing payments made with bank checks / wire transfer / online banking
must be established. If national law prohibits cash payments above certain amounts, these
payments must be made in a cashless form.

If payments are made in cash, a confirmation of the payment (receipt) is absolutely essen-
tial.

Each payment voucher must be given a separate consecutive number (payment voucher
numbering). Each payment must be identifiable by the same numbers indicated in the
MSoA. ’

If payments are made in several installments, each payment must have a cross reference
to the first payment and the final payment must be specifically highlighted.

For collective bills e.g. telephone bills, electricity and water costs, rent etc., a certain per-
centage can be charged to the project. This percentage must be agreed in writing with
AWO. No lump sum amounts can be charged to the project.

Food and drinks for project staff for internal meetings cannot be accounted for. In excep-
tional cases, when receiving visitors in a project related context, and the number of visitors
exceeds the number of project staff (at least 51% external participants) these catering costs
may be accounted for (supported by a list of participants or note to file).
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Advances paid to staff must preferably be settled within 30 days, at the latest by 31 De-
cember of the corresponding year or at the end of the project, if the project period ends
before 31 December. An advance payment must be settled before a new one can be re-
quested. Only settled advances can be accounted for as project expenditure and allocated
to a budget line.

Matching Cash/Bank Balance with the Income and Expenditure
Statement

The cash and bank balance must be checked against the income and expenditure state-
ment at least every six months.

The cash balance and the balance of the bank account (as per account statement) must
tally with the financial statement submitted to AWO and reconciled if necessary.

Regulations concerning Project Staff

Contracts for employees hired only for the AWO project shall be limited to the period of the
cooperation contract. For existing employment contracts, the amounts and percentages
financed by AWO for salary and additional employment costs needs to be indicated in a
note to file. A copy of the original employment contract needs to be submitted with the
project documentation (section 2 in documentation — employment contracts). AWO has the
right to participate in project-related employment selection processes and decisions.

When executing the project the local partner is obliged to respect all applicable national
laws and regulations of the country in which its project shall be executed. This shall apply
also to social benefits to be granted to employees hired for the project.

In the event that the local partner grants per diem or travel allowances to its employees,
these may not exceed the regulations of the AWO International Regional Office for the
respective country. If meals are provided free of charge, no per diem or spending allowance
shall be granted.

The partner organization must provide its by-laws to AWO International Regional Office
and propose a per diem/accommodation/travel allowance scheme. Before the project
starts, both parties must agree on a scheme according to the AWO International Financial
Guidelines.
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1. Budgeting

Introduction

The budget is subdivided into the detail budget and the basis budget. The main budget lines are
stipulated by the guidelines of the Federal Ministry of Economic Cooperation and Development for
the promotion of measures of social and structural policy and may not be altered.

The draft budget (detail and basis) for the implementation of measures and activities is prepared
annually and has to be submitted in advance together with the annual work plan to'the AWO Inter-
national Regional Office. The final confirmation of the budget is given by AWO. The basis budget
of the first year will serve as Annex 2 of the contract of cooperation.

The planning exchange rate to be applied in the budget is stipulated by AWO. Within the year
adjustments of the exchange rate are possible.

BUCOS (Budget Controlling System)

For the financial controlling of its projects, AWO uses an Excel tool called BUCOS (Budget Control-
ling System). BUCOS gives an overview of relevant aspects of the project’s financial situation.
Among others, it shows all types of income including received installments, a comparison of planned
vs. actual expenses divided by quarters, the project’s fund balance and details of budget deviations.
BUCOS is prepared by AWO annually and made available for use. Installments shall be updated.in
the sheet “ExRate” whenever funds are received as per bank statement. Interest or other income
shall be updated quarterly in the sheet “Controlling”. Expenditures shall be updated on a monthly
basis by inserting each MSoA into the respective month. .

Detail Budget (template 1.1.1.)

The preparation of the annual budget begins with the calculation of the detail budget in the corre-
sponding local currency. In the detail budget each individual budget line is broken down into differ-
ent types of expenses and calculated with unit prices and descriptions.

Only the white cells may be filled out. Further rows may be added in the detail budget template if
required. In this case it must be ensured that the formulas are copied correctly and totals are cal-
culated accordingly.

Amounts in local currency are converted to Euro on the basis of the planning exchange rate.

Basis Budget (template 1.2.1.)

The Basis Budget contains only the totals of the individual budget lines, which have to match with
the totals of the detail budget. The basis budget is divided into quarters.

The structure of the basis budget must not be altered, no lines may be added or deleted and for-
mulas must not be overwritten. Only the white cells may be filled out.

Amounts in local currency are converted to Euro on the basis of the planning exchange rate.

Budgeting of regular staff and external experts

o Care shall be taken to ensure that the calculated costs under budget line 5 "Personnel and
Project Infrastructure in the Partner Countries” do not exceed 40% of the total budget.

o Budget line 1 includes: Fees/honoraria for external experts, consultants, facilitators, etc. in the
context of the implementation of single activities / individual measures can be entered under
budget line 1, "Training and advisory measures in partner countries”, provided that there is no
qualified staff available within the partner organization. Fees/honoraria can only be paid to ex-
ternal experts who are not regular staff members of the partner organization.

o Budget line 5.2. includes: All regular employees who have employment contracts with the part-
ner organization and receive social benefits.

o Budget line 5.3. includes: All short-term experts who cannot be assigned to an activity in budget
line 1 or to budget line 6.
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o Budget line 6 includes: Experts for monitoring and evaluation.

All regular employees (budget line 5.2.) must be included in the Personnel List (template 8.1:1. /
8.1.3.).

Partner contributions/shared expenses

Whenever AWO contributes to certain budget lines, the respective percentage value shall be indi-
cated.

Example:
If 70% of the office rent is to be financed by project funding, while the partner organization bears

30% of the costs, this has to be indicated by the respective budget line, in this case “Office rent
70% paid by AWO funds”.

Overspending and underspending of project funds
To a certain extent, the project partner has the option to spend project funds differently than budg-
eted, provided the originally agreed total budget is not exceeded.

Overspending and underspending (deviation) of project funds is permitted up to 30% and/or up to
5,000 Euro in Total for each main budget line (e.g. Total of budget line 1).

The analysis of overspending and underspending (refer to deviation sheet in BUCOS) is done quar-
terly and accumulated. This means, that starting from the second quarter, the analysis is done by
adding up the budgets of the past quarters and comparing them with the added up actual expendi-
tures of the past quarters.

For example in July, budgets of Q1+Q2 are compared with the actual expenditure of Q1+Q2. In
October, budgets of Q1+Q2+Q3 are compared with the actual expenditure of Q1+Q2+Q3.

Overspending in one budget line has to be compensated by underspending in another budget line
(within the same main budget line) or in another quarter, at the latest by the end of the year.

Underspending in one budget line has to be compensated by overspending in another budget line
(within the same main budget line) or in another quarter, at the latest by the end of the year.

The agreed amounts in budget line 5.2. are binding and therefore excluded from the permission to
overspend. Changes in budget line 5.2. may only be requested in exceptional cases and must be
approved by AWO.

Budget shift requests shall be submitted to AWO International Regional Office when:

- Actual expenditure exceed project fund allocations as per main budget line (e.g. Total of
budget line 1) by more than 30%, or 5,000 Euro.

- Ashift of project fund allocations between two main budget lines is intended (e.g. from main
budget line 6 to main budget line 1).

- Increases in budget line 5.2. are absolutely necessary for achieving the project goals.

A budget shift request shall be send to AWO International Regional Office for approval after the
end of a quarter or, whenever one of the above-mentioned cases is predictable.

The AWO template for budget shifts must be used (template 1.3.1.).
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2. Fund Request

Project funds are requested in Euro by using the fund request template (template 2.1.1.).
Partner organizations normally request funds every three months for the period of one quarter.

In order to request funds the following information is needed and can be generated from BUCOS
based on the planning exchange rate:

p,
2.

3.
4.

5.

Balance of project funds at the end of the second month of the current quarter. (e.g. Feb
28 for Q2 fund request, May 31 for Q3 fund request, August 31 for Q4 fund request)
Expected total expenses in the current month (in general, when requesting funds for the
2nd quarter this would be March, for the 3rd quarter this would be June, for the 4th quarter
this would be September)

Planned total expenses for the next quarter (for which the funds are requested) as per
Budget

Total amount for the use of unspent funds from previous quarters as per deviation sheet in
BUCOS.

Total amount for the use of other income (e.g. interest)

Please fill in only the white cells and complete the template with the following information:

oM~

Date of the fund request '

Name of the partner organization, the project and the responsible person
Date on which the project fund balance was calculated

Total amount of project fund balance

Estimated and planned expenses or use of funds

Period for which funds are requested

Example timeline for the 2nd quarter fund request:

| I | |
Jan l Feb ﬁ r Apr | May | Jun ;I
Balance Plapﬁed expenses in cur- Planned expenses in the
as per 28 refit month (Q1 budget mi- next quarter as per
Feb. nls Jan plus Feb expendi- budget.
Alure as per BUCOS)

Deadline for submitting
the Q2 fund request

The fund request must be signed by the responsible person of the partner organization and send
to AWO International Regional Office via E-Mail.

AWO may split the requested amount into several installments. AWO shall have the right to re-
duce the final amount to be transferred at the-end of Q4 if it is not ensured that the contracted
budget will be fully utilized by 31 December of the corresponding year.

Important: Immediately after funds have been credited onto the partner organization’s bank ac-
count, the partner organization must confirm receipt of the instalment by sending the correspond-
ing account statement to AWO via E-Mail.
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3. MSoAs Monthly Statement of Account

The MSoA is a monthly overview list of payment documents and serves as cover sheet for all in-
voices/receipts/vouchers. It is used by the partner organization (PO) to inform AWO of monthly
project expenses.

Supporting documents
The following supporting documents need to be submitted together with the corresponding in-
voices/receipts listed in the MSoA of the month in which the expense occurs for the first time:
e Employment contracts
e Honorarium contracts (including TORs) for external experts/consultants/service providers
worth 100 Euro and above
Rental agreements and other contracts
Quote comparison for services and goods worth 400 Euro and above
Signed participant lists for events (e.g. for catering expenses)

Getting started

e Save the MSoA template on the computer.
o Enter the general project information (programme name, name of the organization, coun-
try, year, planned exchange rate). 7
» Copy the template, save one file for each month. Name each file with the year, month and
organization name (e.g. “2019-January MSoA HGL-Foundation™).
o Enter the data for each month whilst applying the rules stated below. Do not use a tem-
plate twice as this can cause a number of problems.
e Please note:
o Complete all white fields in a row.
o Do not add any new cells, columns or rows.
o Do not delete any cells, columns or rows.

Distinguiéhi ng and summarising expenses

The structure of MSoAs should follow the structure of the detail budget. This means that if the
costs of an activity for food, transport for participants, materials and worker travel costs are distin-
guished individually in the detail budget, these costs should also be listed individually in different
rows on MSoAs.

Distinguishing cost

o General office costs

o Different MSoA rows should be used for:
Rent
Electricity and water
Communication costs
Office supplies
= Bank charges

e Employees’ travel expense must be listed separately from the costs of workshops/semi-

nars
e One row per person must be used for fees and salaries.

Summarising cost

¢ In the event of the same costs for the same activity and the same date, some individual
documents can be combined (e.g. local transport costs for 25 participants, different re-
ceipts for snacks during training lasting several days or several receipts for the copying
costs of a seminar).
Fuel costs: Fuel costs for the same activity can be summarised per vehicle and journey.
Employees’ travel expense reports contain all individual expenses, which a person spent
on the trip (accommodation, local transport, daily allowance statement), classified by ac-
tivity number.
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Completing MSoAs

Voucher number

Date

Use the same voucher number as in the ledger. Every voucher number must be unique in
that year.

Different payments must have different voucher numbers. If several documents are re-
ceived from one person, sort the documents in accordance with the regulations stated be-
low.

Maintain the order of the voucher numbers in the MSoA.

For payment orders containing several invoices and receipts, separate sub-voucher num-
bers have to be allocated to each invoice/receipt.

Enter the expenses in the MSoA based on the date of the payment (NOT the date of the
document)
Use the format DD/MM/YY

Activity number (Budget line)

The activity number can be found in the Basis Budget. Choose the correct number in the
drop down menu.

Type of expense

Choose the expense category in the drop down menu
o Transport cost participants — Travel costs of event participants
o Food/snacks — Costs incurred at events and workshops for meals
o Fees/honoraria — Payments for service agreements
o Materials — Creation of materials, e.g. brochures, and bought materials, e.g.
seeds, training materials
Accommodation/overnight stays — Accommodation for participants, including
the costs of accommodation and meals together if necessary
o Stationery/office supplies — For the office or events
o Travel costs staff / consultant — Payments to own employees or resource per-
sons as reimbursement of travel costs
o Fuel — Costs of refueling project vehicles
o Purchases/equipment
o Repairs/maintenance — Irregular costs of maintenance, both vehicle fleet and of-
fice
o Regular expenses/operating costs — Regular operating costs, e.g. office rent,
electricity, bank charges, etc.
o Salary — Normally only the salaries of project workers and staff insurance
o Other - Ali other types of costs

o

Recipient

Enter the name of the recipient of the payment here (NOT the name of the employee who
made the payment)

If there is more than one recipient, enter either the names or the number of the different
recipients. If only the number of recipients is mentioned in the MSoA, a list of the recipients’
signatures must be compiled for the project documentation.

Reason for payment - details

Enter the reason for the payment here
The reason for the payment should include the following information:
o For workshops and seminars:
1. Topic of the workshop
2. Location
3. Date and duration
4. Number of participants
o For consultants / resource persons
1. Topic of the workshop
2. Location '
3. Date and duration
4. If available: number and date of the contract
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o For travel costs:
1. Reason for the journey
2. Name of the traveler
3. Location
4. Duration
o For fuel costs:
1. Type of vehicle
2. Vehicle number (license plate or internal number)
3. Iffuel costs are assigned to an activity or monitoring: Reason, duration and
destination of the journey
o Telephone costs:
1. Location of the telephone (e.g. head office) or name of the owner
2. Telephone number
o For materials:
1. Type of material
2. Number or name of recipient
3. Reason or location of issue (if available)

Amount
Enter the amount in the national currency. The amount in Euro is automatically calculated
with the planned exchange rate.

Comment
Notes or questions to the attention of the regional office can be entered in the respective
column.

Finally
e Use the MSoA filter to hide the empty rows.
e  Submit the MSoA to AWO at the latest by the 15 of the following month.
e AWO shall have the right to request bank statements on a monthly basis.
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4. Financial report (Income and expenditure statement)

The financial report

is an accumulated summary of income and expenditure in a certain period
begins with an opening balance

includes all income that was actually received

records expenses according to agreed budget lines

ends with the closing balance

ORON -~

In general, financial reports have to be submitted to the AWO International Regional Office at the
following dates:

Semi-annual financial report (covering the period January 1 to June 30) on July 15 of the current
project year.

Annual financial report (covering the period January 1 to December 31) on January 15 of the fol-
lowing year.

AWO shall have the right to request financial reports at any time of the year.

The template for the financial report (template 4.1.1.) consist of three sheets: “Financial Report”,
“Bank Account Reconciliation” and “Advances.Receivables.Payables”.

On the sheet “Financial Report” in the column “Income”, please fill in the opening balance broken
down into cash in hand, reconciled bank balance, advances, receivables and payables.

Important: This opening balance of January 1 must correspond with the closing balance as per
December 31 of the previous year. :

In the same column “Income”, any income is recorded. Income consist of installments from AWO,
bank interest and any other income generated through project activities.

Expenditure must be listed in the column “Expenditure” according to the agreed budget lines. All
expenditure recorded must correspond with the accumulated expenditure of all MSoAs of the re-
ported period.

The financial report must also include the closing balance, broken down into cash in hand, recon-
ciled bank balance, advances, receivables and payables.

Important: The total amount of income including the opening balance (left column) has to match
with the total amount of expenditure including the closing balance (right column).

The sheet “Bank Account Reconciliation” serves to list all uncashed and uncredited checks in order
to reconcile the bank account balance.

If there are any unsettled advances, payables or receivables the excel sheets “Bank account rec-
onciliation” and “Advances.Receivables.Payables” shall be completed accordingly.

Bank account reconciliations as well as figures on unsettled advances, payables or receivables
may also be generated by the accounting software or the banking system, and attached to the
financial report.

Documentation
Together with the semi-annual / annual financial report, the following documents have to be sub-
mitted/updated (if applicable) in the below mentioned sections in the project documentation (8.):

e Updated Personnel List Il (template 8.1.3. / section 2b in documentation)

e Updated Inventory (template 8.2.1. / section 4a in documentation)

e Updated Events Overview for events worth 1,000 Euro and above (template 8.3.1. /
section 5a in documentation)
Updated Overview of created material (template 8.4.1. / section 7a in documentation)
Updated Distribution List (template 5.4.1. / section 7b in documentation)
Updated Logbook (template 5.3.1. / section 6 in documentation)
Photos of events, videos, newspaper reports, links to online publications, pdfs of printed
materials, photos of T-Shirts, bags and other created material (section 7c/d/e in docu-
mentation).
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5. Payment Documents (invoices/receipts/vouchers)

Definition of “payment document”

“Payment Documents” serve as evidence for the accuracy of each payment and every book-keep-
ing entry. Each payment document has to be provided with a consecutive voucher number as
listed in the Monthly Statement of Accounts (MSoA).

Important: For all executed payments the double-verification principle has to be guaranteed. l.e.
all withdrawal slips must be signed by at least two different authorized persons. These signatures
confirm the mathematically and factually correctness of the expenses.

Document requirements

A payment document must contain.the following information:
e Payee (with phone number)

Reason for the payment

Date of the payment

Description of goods/services

Method of payment: Transfer, check or cash payment (signed “received” by the payee in

the case of cash payments) :

* Additionally, during bookkeeping the original must be assigned to the project (by using
the stamp “Funded by AWO International”).

e Each document (e.g. receipt or invoice) must be assigned to a specific project, for exam-
ple by writing the corresponding project number or partner name e.g. “HGL-Foundation
SSF” on the document.

e Any document written in a language other than English or Spanish must be translated into
either English, Spanish or German. Especially information regarding recipient, reason of
payment and date of payment must be translated.

Particularly relevant types of payment documents:
e Receipt
o Confirmation of receipt of the payment
o A copy of the receipt serves as a cash voucher.
o If necessary, a pre-printed receipt can be filled out by the PO and presented to
the recipient to be signed. See template “Receipt” (Template 5.2.1.)
e Invoice/ bill
o Note on the grounds of a purchase agreement: Goods/service received but pay-
ment not yet made.
o Components: Recipient’s address, invoice number and date, description of ser-
vice and/or goods with quantity description; item numbers; unit, total and final
price and payment terms and other conditions.

Internal receipt (template 5.1.1.)

e Payments may only be made on the grounds of official receipts or invoices from the pay-
ment recipient. Goods and services shall be purchased only at suppliers who can issue
official receipts or invoices.

¢ [n absolutely exceptional cases when an official receipt or invoice is not available, an
internal receipt can be produced in AWO format (template 5.1.1.).

o An internal receipt must contain the following details: Date, reason for payment,
total, recipient name, reason for internal receipt. Alternatively the use of commer-
cial receipt books is equally accepted.

o If internal receipts or receipt from commercial receipt books for amounts above
20 Euro are necessary, these must be presented to the AWO International Re-
gional Office immediately. The regional office can refuse to accept these ex-
penses.

o Aninternal receipt has to be countersigned by the respective supervisor.

Payment method

e Payments should be made by check or bank transfer instead of cash payments as they
are more secure and reduce the risk of misuse.
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o National legal requirements for cash payments apply.

Special documents/lists of evidence ,
In certain cases further documents are necessary to justify expenses.

Logbook (template 5.3.1.)
For every project vehicle (cars and motorcycles) fully or partially financed by AWO a logbook
must be kept to justify expenses (fuel, repairs). The private use of project vehicles is not allowed.
e The logbook contains details of the date and time, the reason for the journey, passenger
names, mileage and destination for every journey.
¢ The logbook must be complete, without interruption and countersigned by the respéctive
supervisor. The logbook shall be checked regularly by AWO.

The use of vehicles, not purchased with AWO funds, or private vehicles have to be limited to trips
which are essential for reaching the project objectives. In this case, for the reimbursement of
costs a fixed mileage allowance must be used. The fixed mileage allowance covers both fuel
costs and the costs of repairing the vehicle. The fixed rate is set per country by the AWO Interna-
tional Regional Office. A proof (e.g. printout of a web based route planner) is required for the dis-
tance travelled. It is not possible to reimburse maintenance costs when private vehicles are used.

In exceptional cases AWO can refund the cost of fuel according to local standards, when follow-
ing supporting documents are presented to proof the driven kilometers for official purposes: in-
voice/receipt of fueling station, print out of a web based route planner or logbook. Supporting doc-
uments must be signed by the respective supervisor.

Distribution List (template 5.4.1.)

If materials (e.g. teaching materials such as books or brochures, materials for public relations
such as t-shirts or bags, materials for income-generating measures such as seeds or tools) are
purchased for the target groups and distributed, the handing over of materials worth 5 Euro and
above (per item) must be documented: ’

¢ The distribution list must contain information on the recipient (name, telephone, address
and signature) as well as on the material (purpose, type and quantity of the materials).

e A copy of the distribution lists must be submitted to AWO together with the semi-an-
nual/annual Financial Report (section 7b in documentation), including sample copies of
the material. If at this moment not all of the materials have been distributed, a provisional
list should be sent.

External experts/consultants/service providers

If a payment of honorarium to experts/consultants/service providers is 100 Euro and above, a
contract (including ToRs) must be made. If the payment of honorarium is 400 Euro and above,
three quotations (including proposals and CVs for services) are necessary.
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6. Quote comparison table

This table documents the transparent selection process for services and goods such as accommo-
dation for workshop participants, honorarium for experts and consultants, rental of seminar rooms,
flights, computers, office furniture, etc.

It serves as supporting document for the respective invoice/receipt.

Selection criteria can be diverse and might include:
o Cost and time efficiency

e Quality
o Reliability
e Security.

If the cheapest offer is not selected good reason should be given.

Rule on price comparisons
o For expenses worth 400 Euro and above, three written price comparisons must be ob-
tained and documented (template 6.1.1. Quote Comparison). The template and the quo-
tations (incl. TORs, if applicable) have to be submitted as supporting documents with the
respective invoices/receipts.
¢ Quotations shall remain valid for a period of up to one year.

Completing the table

The quote comparison table must be completed before purchasing goods or assigning a service
provider. Compared products or services must have similar features and therefore be comparable.
Quotations need to be from three different suppliers (in case of flight tickets comparison of three
airlines, not three travel agencies).

‘Quotations must specify the name and address of the vendor or service provider, the date of issue
and the tax number / logo (if the good/service is provided by a registered enterprise).

Quote comparisons can be taken from the internet. It must be ensured that the URL as well as the
date of access to the website are indicated on the printout.

The product description must be as exact as possible and the quantity must be stated. The unit
price and total price from each individual supplier (incl. tax) must be entered into the table and the
subtotal calculated. Price discounts must be taken into account and noted accordingly in the table.

Under “result/‘comments” please explain why the offer was accepted or not. The corresponding
written price quotations must be attached to the quote comparison table and the accepted quote
must be highlighted.

If other selection tables have been produced (particularly for experts), these must be attached.

It is suggested to obtain the quotations in English. In exceptional cases, if quotations are in local
language, translation in English must be supported with such quotations.

Partners can use internal quotation templates in exceptional cases (e.g. for a non-registered busi-
ness/self-help organization) provided that all the information above is included.

Inventory (only fixed assets)

Durabie goods valued 100 Euro (unit price incl. tax) and above must be inventoried. The inventory
must be maintained continuative from the beginning of the cooperation with the project partner. For
this purpose the corresponding format (template 8.2.1. — section 4a in documentation) shall be
used.

The prices in Euro of purchased goods are calculated with the respective annual average ex-
change rate. :

All durable goods must be handled with due care and used for the originally agreed purpose.

15/19



7. Events

Requirements

Every event that is paid for out of project funds (fully or partly) must be documented. For example,
events include local workshops lasting a few hours, further employee training or national semi-
nars.

The following guidelines apply:

e All events (except mass awareness campaigns) must be documented with signed partici-
pant lists (template 7.1.1.). The participant list shall include the name of the organization
and the name of the event as it appears in the current budget. In addition, the participant
list must include the budget line, location, duration and cost of the event in English, as
well as name, gender, telephone/email and address of the participant. Participant lists
serve as supporting documents for catering and other event related expenses.

e Events worth 1.000 Euro and above:

The Event Overview (template 8.3.1) as well as the participant list and a narrative report
(incl. agenda) have to be submitted to AWO International Regional Office (section 5¢ in
documentation)

AWO may request a narrative report for any event regardless of costs.

Events with reimbursement of participants’ costs

In justified cases it is possible to reimburse participants for the costs of events, e.g. local transport
costs. If there are no receipts available, the payment of the reimbursement must be confirmed by
the participants in writing on a list; this can take the form of the “Participant list with reimburse-
ment’ (template 7.1.3.).
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Annex’

Templates:

Detail Budget (1.1.1.) and Basis Budget (1.2.1.)
Budget Shift (1.3.1.)

Fund Request (2.1.1.)

MSoA (3.1.1)

MSoA Correction (3.2.1.)

Financial Report (4.1.1.)

Internal Receipt (5.1.1.) and Receipt (5.2.1.)
Logbook (5.3.1.)

Distribution List (5.4.1.)

Quote Comparison (6.1.1.)

Participant List - 1 day & 2 days & 3 days (7.1.1.)
Participant List with Reimbursement - 1 day & 2 days & 3 days (7.1.3.)
Personnel List | (8.1.1.) & Personnel List Il (8.1.3.)
Inventory (8.2.1.)

Events Overview (8.3.1.)

Overview of created material (8.4.1.)

1 Refer to folder: “Annex to Financial Guidelines"
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AWO International e.V.

Fachverband fiir Entw1ck1ungszusammenarbe1t

anitdre Hilfe

i lérigc}g‘elguaﬁe 62/63 - D-10961 Berlin
! Telefon +49 (0)30 25292771

i www.awointernational.de
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ANNEX 4: Template

International

2.1.1. Fund Request Q’\
in Euro AWO

Date
Name of partner organisation:
Name of the project:
Name of the responsible person:
Balance of project funds as
per (date): : Total EUR
EUR planned expenses in current month
EUR planned expenses in the next quarter as per budget
EUR use of unspent funds from previous quarters (deviation sheet)
: EUR use of other income (e.g. interest), if applicable
3 EUR TOTAL
To cover project costs in the period from
DD/MM/YYYY (Date) to DD/MM/YYYY (Date),
I request AWO International to transfer the sum of up to
= EUR
to our project account.
| confirm that all details above are correct.
Date and signature
(Awo International e.V. -

Fachverband fiir Entwicklungszusammenarbeit
i und Humatitére Hiife )
| Bliicherstrae 62/63 - D-10961 Berlin
i Telefon +49 (0)30 25292771 !
{ www.awoiniernational.de |
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