	SUB-GRANT AGREEMENT 

BETWEEN

CARE

AND

(SUBGRANTEE(
Reference number: 

This Agreement is entered into by: 

(SUBGRANTEE(, 

(TYPE OF AGENCY – foundation, NGO, etc.(, 

(reference ARTICLES OF ESTABLISHMENT and their date(, 

(OFFICIAL ADDRESS(,
hereinafter referred to as (short version of name or other reference(.

AND

(CARE COUNTRY OFFICE(, 

a non governmental, non profit, non sectarian, non political organization, 

domiciled at (HQ ADDRESS(, 

(SUB-OFFICE ADDRESS optional(, 

operating in (COUNTRY(, 

under (reference GOVT. AGREEMENT OR REGISTRATION & its date(, 

hereinafter referred to as CARE.


	NOTES

This space should be used for translation. Here it is used to comment on and explain content. 

Bolded text opposite in (brackets( is intended to be replaced. More generally, clauses will also need to be reviewed to ensure compliance with donor, country office and partner requirements.  

Opposite section: key details of each agency should be noted. These include full name, type of agency, statutes or permit for operation, and official address(es). 

A short name is often noted here and used in the Agreement in prefence to the full name. 

Sometimes donors require that partner contract managers are specified and/or named personnel included in contracts. If necessary, mention these here, and perhaps refer to an annex on named personnel. 



	PREAMBLE

WHEREAS (SUBGRANTEE( and CARE have a shared goal to (describe the shared goal that is the basis of the collaboration( . 

WHEREAS (SUBGRANTEE( and CARE have committed to establish a cooperation to  (describe key aspects – eg. plan, implement and monitor various activities(, to enable them to work more effectively toward this shared goal. 

WHEREAS both parties agree that activities shall be undertaken without discrimination, direct or indirect: because of race, ethnicity, religion or creed, status of nationality or political belief, gender, disability, or any other circumstances

THEREFORE, both parties agree the following:


	The preamble is a place to briefly describe the joint goal, objectives and principles or core values of the two agencies. These explain the reason and nature of the collaboration in a very brief way. 



	ARTICLE I

Scope of the cooperation 

1. (SUBGRANTEE( and CARE will cooperate in the implementation of (ACTIVITIES( in (SPECIFIC AREA( for (TARGET GROUP(.

2. This Agreement covers design, implementation, and monitoring of joint activities by CARE and (SUBGRANTEE(, including resource transfers and reporting. 

3. Specific activities, targets, workplan, budget, disbursement and reporting schedules, and requirements for procurement, payments and reports are described in the Appendicies, which form an integral and binding part of this Agreement. 

4. This Agreement is valid from the last date of signing. The implementation of activities will start with effect from this date and terminate on (END DATE(.


	This section defines the overall scope of the cooperation; the activities, place(s), target group(s) and the period of validity of the agreement. 

Reference to appendices where these issues are defined in detail is included. 

	ARTICLE II

Role and responsibilities of CARE

CARE shall be responsible for :

1. Conducting routine coordination with (SUBGRANTEE( on plans, progress and reporting of activities.

2. Providing any further information on policies, plans and data needed to guide (SUBGRANTEE( in planning, implementation, and reporting on activities.
3. Timely supply of funds, equipment, materials or facilities to (SUBGRANTEE( to implement agreed activities.   
4. Providing any technical and administrative assistance to (SUBGRANTEE( as may be described in this Agreement. 

5. Monitoring and evaluating implementation of activities, examination of reports, and verification of the use of funds and assets. 

	Opposite are some common elements in the definition of CARE’s roles and responsibilities. It is good to be as clear as possible about what CARE’s basic roles and responsibilities are. 



	ARTICLE III
Role and responsibilities of (SUBGRANTEE(
(SUBGRANTEE( shall be responsible for:       

1. Engaging in routine coordination with CARE on planning, implementation and monitoring of the activities described in this Agreement. 

2. Planning, implementing, and reporting activities and use of funds and assets. 

3. Implementing activities in accordance with generally accepted standards for quality, and international standards and best practices. SPHERE standards for humanitarian assistance are a key point of reference.  

4. Following sound financial, procurement and other administrative procedures as specified in this Agreement and as otherwise mandated by applicable laws. 

5. Maintaining proper financial and bookkeeping records and making them available for audit and inspection as required.  


	Opposite are some common elements in the definition of partner roles and responsibilities. It is good to be as clear as possible about these.



	ARTICLE IV

Organisation

1. Routine coordination on all matters relating to this Agreement will be conducted by liaison persons appointed by CARE and (SUBGRANTEE( to administer activities. 

2. Coordination meetings to discuss these matters will be conducted at least once every (week( during implementation of activities.

3. Any issues that cannot be resolved between appointed liaison persons will be discussed between supervisors from both agencies.  


	This section can be used to briefly outline the essential features of coordination and decision-making spheres. For example, how routine coordination and meetings will be managed, any mandatory management meetings, requirements for consultation on decisions, like hiring of staff.  



	ARTICLE V

Eligibility of expenses

1. No expenses will be eligible for reimbursement, except by written agreement between CARE and (SUBGRANTEE(.

2. Expenses are only eligible for reimbursement if the conditions of this Agreement are met. This includes proper conduct of activities, budget use, reporting, procurements and payments as described in the Appendices.

3. Total expenses incurred by (SUBGRANTEE( may not exceed the approved budget total for this Agreement of (describe in words(, as described in (Appendix 3(. Expenditures in excess of this amount will only be eligible with prior written agreement from CARE. 
4. Budgetary variance is permitted on condition that individual budget lines do not vary by more than 10% from the approved budget, and the budget total is not exceeded. Exceptions include budget lines for (Salary and Rental, Management, Contingency or Administration(. These may not exceed approved amounts. Any other variance must first be approved by CARE in writing.
5. Expenditures for (entertainment, gifts, firearms, alcohol, cigarettes or tobacco, advertising, fund raising, fines, penalties, permits (unless required by laws), taxes, interest and investment(  are not permitted. 

6. Any funds that CARE determines have been expended for purposes not in accordance with the terms of this Agreeement will be refunded to CARE within 30 days of receipt of a written request or within the same period after the date of termination, whichever is earlier.

	This section outlines conditions on the transfer of funds, equipment etc. to subgrantees. It describes conditions under which partner spending is eligible for reimbursement. In practice, of course, this usually means eligible to be reconciled against project advances. 

It will be necessary to check which budget lines are not subject to variance. Those referenced here should match with the approved budget. 

Check source origin and nationality requirements. These can be referenced here or included in an appendix on standard procedures for procurement. 

	ARTICLE VI

Payments
1. CARE has allocated and will make available to (SUBGRANTEE( funds totaling not more than the total amount stated in the approved budget (Appendix 3(. 

2. Funds will be advanced to (SUBGRANTEE( based on activity plans, budget, and disbursement and reporting schedules outlined in the Appendices to this Agreement.

3. Disbursements are subject to provision of satisfactory reports on previous activities and fund utilization. These must show utilization of at least (75%( of previous installments.

4. Any installment of funds may be adjusted by CARE to account for unutilized or improperly utilized funds, or based on the projected cost of outstanding activities. 
5. All payments to (SUBGRANTEE( from CARE will be made by Bank Transfer to the (SUBGRANTEE( account in (BANK(, (BRANCH(, in the name of (A/C NAME(, with account number (A/C NUMBER(.

6. (SUBGRANTEE( affirms that the stated account belongs solely to (SUBGRANTEE( and is managed by authorised officers of (SUBGRANTEE(. 

7. Any interest accumulated on advances to (SUBGRANTEE( will be reported and remitted to CARE.

	This section describes the system for installment-based payment and reconciliation of advances. It also notes the recipient’s bank details.  

It is also important to be clear about the currency to be used, and issues with exchange rates or accumulation of interest. 

75% was the lowest requirement for utilization of advances in samlple contracts. Others call for at least 90% utilization. Partner cash flow and continuity of activities are key issues to consider, as there is often a delay of 2 weeks to a month between fund use, reporting and disbursement. 

This allows CARE to reduce installments in case of underspending or to compensate for incorrect utilization of funds. 

Some offices require a separate bank account to be used. At other times, use of banks might not be possible at all. The finance director should be consulted on these arrangements. 

Sometimes a minimum amount of interest is specified. This would depend on donor rules. 

	ARTICLE VII

Reports 

1. (SUBGRANTEE( will provide written reports accounting for activities, use of funds and distribution of equipment or materials.

2. Final and interim financial and progress reports will be provided to CARE in line with the schedule for reports and disbursements in (Appendix 4(.

3. Reports will follow the general reporting conditions outlined in (Appendix 6(. 

4. Receipt or acceptance of any report will not preclude the recipient from questioning its correctness at any time. 


	In addition to such basic conditions on reporting, CARE might wish stipulate specific formats for reports. These can be referenced and included in Appendices. It is a good practice to work with partners to agree such formats. 

	ARTICLE VIII

Assets and inventory

1. All transfers or purchase of equipment, materials, facilities or any assets must be based on written agreements and properly documented. (SUBGRANTEE( is responsible for accounting for their use and/or returning them in good condition.  
2. (SUBGRANTEE( will keep an up-to-date inventory of all assets valued over (USD xx( purchased by or provided to (SUBGRANTEE(. The format of inventory reports is outlined in (APPENDIX 6(. 

3. All assets provided to or purchased by (SUBGRANTEE( will be returned within 30 days of a written request from CARE, or within the same period after the date of termination, whichever is earlier. 

4. In cases of damage or loss that cannot be accounted for in line with relevant laws, (SUBGRANTEE( will be liable to provide compensation to the agreed value. 

5. Assets purchased by or provided to (SUBGRANTEE( will be disposed of after project end based on agreement between both parties and in accordance with donor regulations. 

6. Transfer of ownership of goods or assets such as materials, equipment and facilities from CARE to (SUBGRANTEE( will only be valid if it is accompanied by a written notice of handover from CARE. 


	Assets are normally defined in terms of minimum value of item purchased, excluding consumables. The minimum value of asset to be reported should be noted here. 

	ARTICLE IX

Accounts and audit 

1. (SUBGRANTEE( will maintain proper administrative, financial and bookkeeping records, including original invoices and receipts and/or copies of reports. 

2. (SUBGRANTEE( will make all records, relating to implementation of this Agreement, including books of accounts and other relevant supporting documents, available for audit and inspection if requested.
3. (SUBGRANTEE( will maintain all records, for no less than (x years( after completion/ termination of the project to facilitate the audit. 

	This section covers record keeping, right to audit documents, and length of time for which records must be kept. 

The time for which records are kept depends on donor audit requirements. Sometimes records are handed over to CARE, though subgrantees are still responsible to maintain any that remain. 

	ARTICLE X

Exclusions

1. (SUBGRANTEE( will not receive or deploy financial resources from any other donor for the activities described in this Agreement. In case of duplication, CARE must be informed in writing, and will have the right to adjust funds accordingly.

2. Neither party to this Agreement may transfer or assign any part of their interest in it without written consent of the other party. This includes subcontracting or subgranting of obligations, funds or commodities provided under this Agreeement to other organizations or individuals.

3. No party to this Agreement shall sell, assign, mortgage, hypothecate or encumber their interest in this Agreement. This will include lending or investing funds or assets, or incurring any obligation in the name of or on the credit of this Agreement. 

4. No offer, payment, consideration or benefit of any kind, which constitutes illegal or corrupt practices, shall be made as an inducement or reward in relation to tendering, awarding of any part of this agreement to other agencies, or during execution of this Agreement. Any such practices will be grounds for the immediate termination of this Agreement.


	This section includes various clauses on disqualified practices. 

	ARTICLE XI

General conditions

1. The activities of CARE and (SUBGRANTEE(  will at all times be in compliance with (HOST COUNTRY( legal statutes and local laws, rules and regulations applicable to and binding upon them, and relating to their implementation of this Agreement.

2. CARE and (SUBGRANTEE( will apply any visibility guidelines for display of names and trademarks agreed between both parties. (SUBGRANTEE( will also apply any donor visibility guidelines as provided by CARE. 

3. Neither (SUBGRANTEE( nor CARE will use the name or trademark of the other for activities other than those authorized by the owner of the name or trademark in writing. 

4. Neither (SUBGRANTEE( nor CARE will issue public statements on behalf of the other, and each will refer inquiries about the other to representatives of that agency. However, both parties can make public statements about activities conducted under this Agreement, on condition that this is done in support of the purposes described in this Agreement, does not disparage the other party and acknowledges joint ownership of the work. 

5. Each party is entitled to non-commercial use of material such as stories and photographs derived from the activities conducted under this Agreement with sufficient notice to and acknowledgement of the role of the other party. Any sale or other commercial use of such materials must be by prior agreement of both parties.

6. Both parties undertake not to disclose confidential information relating to the other received in the course of implementing this Agreement, except with the agreement of the other party. They further undertake not to disclose confidential information about third parties received in the course of implementation of this Agreement except with the agreement of the other. 


	This section contains conditions on various obligations related to compliance with laws, visibility, use of name, public statements, rights to use the work and confidentiality. 

	ARTICLE XII

Limitation of liabilities

1. Employees of one party have no employment relationship with the other party and therefore have no claim on the other party for salary, benefits, severance payments, or other employer obligations, including insurance and employee claims for health, accident and death. 

2. Each party will be responsible for ensuring that its employees follow safety procedures as required by (COUNTRY( law and any mutually agreed upon safety and security guidelines. 

3. Each party is responsible for the actions of its employees. Neither party shall hold the other liable for illegal acts or damages caused by its own employees.


	This section states limits on the claims that one agency or its staff might have on the other, and obligations for enforcing safety standards. 

	ARTICLE XIII

Force majeure 

1. Force majeure will apply when events render it impossible for one of the parties to fulfil responsibilities or activities to which they are committed under this Agreement. 

2. Events that can give rise to a situation of force majeure are (i) natural disaster, such as earthquake, typhoon, storm, flood, fire, epidemic or (ii) manmade disasters, such as war, armed and violent occupation, revolution, disorder, rebellion, blockade, strike. 

3. In the event that one party is concerned that force majeure does or will obtain, that party must provide written notification to the other party at the earliest possible time. 

4. Where both parties agree that force majeure applies, the affected party will be released from responsibilities or activities that cannot be fulfilled. 


	This section covers unforeseen disruption of activities by external events. 

	ARTICLE XIV

Amendment and termination 

1. Amendments to this Agreement and its Appendixes can only be made by written agreement of both parties.
2. This Agreement can be terminated by either party at any time and for any reason, subject to the provision of 30 days written notice to the other party.

3. CARE has the right to terminate or suspend activities by written notice if it considers that continued implementation is impossible, impractical or insecure, or in the event of a default or delay by (SUBGRANTEE(. 

4. Termination will not affect the obligations of either party to fulfil outstanding commitments, including provision of reports, return of funds, and/ or audit and inspection. 

5. Upon receipt of a notice of termination or suspension by either party, (SUBGRANTEE( will immediately stop activities and will not incur further expenses, except those that are irrevocably committed.

6. Final financial and narrative reports will be provided by (SUBGRANTEE( to CARE within 30 days of the date of receipt of a notice of termination by either Party. 

7. Unspent funds, supplies, equipment and other property provided by CARE or purchased under this agreement will be returned by (SUBGRANTEE( within 30 days of the date of termination. 

8. Articles surviving termination will include, without limitation, Article XI on General conditions and Article XII on Limitation of liabilities. 

	General conditions on amendement of the contract and termination of the Agreement.

Sometimes contracts are more specific on the procedures for amendment and termination. 

In other cases, rights to terminate Agreements are more circumscribed and specific scenarios on which CARE or subgrantees have a right to terminate are described. 

	ARTICLE XV

Interpretation & Disputes

1. The (official language of agreeement( language text is the official text of this Agreement. In case of any divergence of interpretation between (host country official language( and the English text, the (official language of agreeement(  text will prevail.
2. Differing viewpoints and interpretation regarding this Agreement will be settled amicably by negotiation.

3. If any dispute cannot settled by negotiation, an impartial third partiy mediator can be appointed with the consent of both parties to settle the dispute in an amicable manner.    
4. If any dispute cannot be resolved amicably, legal action will be pursued in the applicable (COUNTRY( court.


	It is necessary to determine if  the official language of an agreement will be the same as the host country official language or not. This can depend to some extent on the donor or CARE’s wishes. But it is also important to consider legal enforceability. If a contract will be legally enforceable in the host country, host country law might or might not permit other languages to be used in contracts. 

Dispute resolution procedures vary, and are sometimes described in much greater detail. 

Sometimes CARE or its donors are listed as final arbitors, or specific arbitration services are listed. 

Sometimes courts are not specified. 

	The following  appendices are integral to and form binding parts of this Agreement:
Appendix 1:  Activities & Outputs

Appendix 2:  Workplan

Appendix 3:  Budget

Appendix 4:  Disbursement & Reporting 

Appendix 5:  Standard Procedures for Procurement of Goods/Services

Appendix 6. Standard Procedures for Reporting

In addition, prior to the first fund disbursement (SUBGRANTEE( will supply CARE with copies of: 

(i) (Articles of Establishment/ Association or equivalent( 
(ii) (Verified copy of bank account statement( 

	The opposite are only suggested Appendices. However, decisions about content, formats and conditions of such appendices vary between country offices – and some do not use them at all. The level of detail can also depend on the donor, scope of activities and the amount of resource transfer. 

Documents listed here should include all those required by CARE from the subgrantee in order to work together.  

	Both parties hereby agree on all terms and conditions as included in and stated in this Agreement, which is made in (at least two( copies for each of the parties, both having the same legal enforceability.


	

	(AUTHORIZED SIGNATORY POSITION(
(CARE COUNTRY OFFICE(
(NAME(

	(AUTHORIZED SIGNATORY POSITION(
(SUBGRANTEE(
(NAME(

	Signed on :


	


APPENDIX 1. 

ACTIVITIES AND OUTPUTS

Agreements should state activities, outputs and responsibilities. The format is flexible, and will depend on the level of complexity. The following suggested Activities and Outputs Table is only one posible format. Some might prefer other ways to present this information, such as a logframe. 

	Activities
	Outputs
	Responsible agency

	Objective (1)  …

	Activity 1. …
	
	

	Activity 2. …
	
	


Note: try to include any training or assistance to be provided by CARE in the activity and workplans, in order that CARE will also be accountable for its provision. 

APPENDIX 2. 

WORKPLAN AND DELIVERABLES

Agreements should include work plans, showing the schedule for activities in weeks or months as appropriate. The following Schedule of Activities is one way in which these might be presented. But the format is flexible and depends on the level of detail required. 

	Schedule
	Week (or month)

	
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	Assessment
	
	
	
	
	
	
	
	
	
	
	
	

	Facilitator training
	
	
	
	
	
	
	
	
	
	
	
	

	Activity 1. 
	
	
	
	
	
	
	
	
	
	
	
	

	…
	
	
	
	
	
	
	
	
	
	
	
	

	…
	
	
	
	
	
	
	
	
	
	
	
	

	Monitoring
	
	
	
	
	
	
	
	
	
	
	
	

	Evaluation
	
	
	
	
	
	
	
	
	
	
	
	


Deliverables are concrete results from activities that one party is responsible to complete. Deliverables and deadlines for completion should be clear. The following Submission of Deliverables Chart is one way in which this information might be presented. 

	Activity
	Deliverable
	Responsible agency


	Deadline

	
	
	
	

	
	
	
	

	
	
	
	


APPENDIX 3. 

BUDGET

The budget should include key budget lines and items funded. A sample is included below. But do bear in mind that the structure and line descriptions vary based on donor and CO preferences. Using donor line descriptions can help administration and reporting. Meanwhile, COs or partners might prefer other formats. Section 5 of the ‘Partnership in Emergencies’ guidelines includes some notes on budgeting. 

	 
	Unit
	# of units
	Unit rate
	Costs
	Period

 1
	Period 2
	Etc.

	1. Human Resources
	 
	 
	 
	 
	 
	 
	 

	1.1 Salaries (gross amounts)
	 
	 
	 
	 
	 
	 
	 

	1.1.1 Technical
	 
	 
	 
	 
	 
	 
	 

	1.1.2 Administrative/ support staff
	 
	 
	 
	 
	 
	 
	 

	1.2. Staff benefit
	 
	 
	 
	 
	 
	 
	 

	1.2.1 Specify…
	 
	 
	 
	 
	 
	 
	 

	Subtotal Human Resources
	 
	 
	 
	 
	 
	 
	 

	2 Per diems
	 
	 
	 
	 
	 
	 
	 

	2.1 Local travel (project staff)
	 
	 
	 
	 
	 
	 
	 

	2.2 Seminar/conference participants
	 
	 
	 
	 
	 
	 
	 

	Subtotal Per diems
	 
	 
	 
	 
	 
	 
	 

	3. Travel
	 
	 
	 
	 
	 
	 
	 

	3.1 Local transportation
	 
	 
	 
	 
	 
	 
	 

	Subtotal travel
	 
	 
	 
	 
	 
	 
	 

	4. Equipment & supplies
	 
	 
	 
	 
	 
	 
	 

	4.1 Purchase or rent of vehicles
	 
	 
	 
	 
	 
	 
	 

	4.2 Furniture, computer equipment
	 
	 
	 
	 
	 
	 
	 

	4.3 Machines, tools…
	 
	 
	 
	 
	 
	 
	 

	4.4 Spare parts/equipment for machines, tools
	 
	 
	 
	 
	 
	 
	 

	4.5 Other (specify)
	 
	 
	 
	 
	 
	 
	 

	Subtotal Equipment & Supplies
	 
	 
	 
	 
	 
	 
	 

	5. Office
	 
	 
	 
	 
	 
	 
	 

	5.1 Vehicle costs
	 
	 
	 
	 
	 
	 
	 

	5.2 Office rent
	 
	 
	 
	 
	 
	 
	 

	5.3 Consumables - office supplies
	 
	 
	 
	 
	 
	 
	 

	5.4 Other services (tel/fax, electricity/heating etc.)
	 
	 
	 
	 
	 
	 
	 

	Subtotal Local office
	 
	 
	 
	 
	 
	 
	 

	6. Other costs, services
	 
	 
	 
	 
	 
	 
	 

	6.1 Publications
	 
	 
	 
	 
	 
	 
	 

	6.2 Studies, research
	 
	 
	 
	 
	 
	 
	 

	6.3 Auditing costs
	 
	 
	 
	 
	 
	 
	 

	6.4 Evaluation costs
	 
	 
	 
	 
	 
	 
	 

	6.5 Translation, interpreters
	 
	 
	 
	 
	 
	 
	 

	6.6 Financial services (bank guarantee costs etc.)
	 
	 
	 
	 
	 
	 
	 

	6.7 Costs of conferences/seminars
	 
	 
	 
	 
	 
	 
	 

	6.8  Visibility
	 
	 
	 
	 
	 
	 
	 

	Subtotal Other costs, services
	 
	 
	 
	 
	 
	 
	 

	7. Other
	 
	 
	 
	 
	 
	 
	 

	7.1. Specify
	 
	 
	 
	 
	 
	 
	 

	Subtotal Other
	 
	 
	 
	 
	 
	 
	 

	8. Administrative costs
	 
	 
	 
	 
	 
	 
	 

	Subtotal Administrative costs
	 
	 
	 
	 
	 
	 
	 

	TOTAL
	 
	 
	 
	 
	 
	 
	 


APPENDIX 4

DISBURSEMENT & REPORTING

Agreements should define (i) the number of tranches for fund disbursement (ii) the conditions on each fund disbursement, such as provision of interim and final narrative reports, and interim and final financial reports. 

The following sample Reporting and Disbursement Schedule is one way in which to present a schedule that displays the links between disbursement and reporting.  

	Date
	Report due
	Disbursement

(%age of total budget)
	Amount

(USD or other)
	Other conditions

	
	
	%
	
	On signing contract and meeting any other agreed conditions 

	
	Interim activity & financial report 1
	%
	
	Perhaps achievement of certain results



	
	Interim activity & financial report 2…


	%
	
	

	
	…


	%
	
	

	
	Final activity & financial report


	%
	
	Perhaps completion of audit and resolution of any other issues

	Total
	
	100%
	
	


NOTE: The number of tranches for disbursement is flexible and depends on the amount of funds and the trust that CARE has in its partner. In general, the smaller the funds and the more trusted the partner, the fewer tranches there will be. Normally, CARE will not disburse any more than 90% of funds before completion of deliverables, receipt of final financial and activity reports, completion of audit and resolution of outstanding issues. 

APPENDIX 5.

STANDARD PROCEDURES FOR PROCUREMENT AND PAYMENTS

A. Standard procedures for procurement of goods/ services

Procurement regulations can be complex, and depend on the source of funding. The following are some sample guidelines from one Country Office. They should be modified or replaced as appropriate. 

In general, all procurement transactions must be conducted in a manner that provides, to the maximum extent practical, open and free competition. The subgrantee must also be alert to any potential conflicts of interest, as well as to non-competitive practices among contractors that might restrict or eliminate competition or restrain trade. 

Specific conditions governing procurement of goods/ services by the subgrantee include:

· For procurements of goods/ services worth USDxxx or more, a “Purchase Request” shall be raised and approved by authorized personnel of the subgrantee. 

· ‘Splitting’ of Purchase Requests is not permitted. 

· Brand names must not be specified for procurements. 

· All procurements of goods/ services worth USDxxx or more must undergo a Bidding Process.

· Solicitations shall clearly establish all requirements that the bidder or offer shall fulfill in order for the bid or offer to be evaluated by the recipient.  

· Awards will be made to the bidder or offer that is responsive to the solicitation and is most advantageous to the recipient, price, quality, and other factors considered.  

· Contractors that develop or draft specifications, requirements, statements of work, invitations for bids etc. will be excluded from competing for such procurement.

· Any and all bids or offers may be rejected when it is in the recipient's interest to do so.  
· Where only one offer or bid is received, or where any other than the lowest apparent low bidder will be selected, CARE must be notified and give written approval to proceed. 
· Any contract modification that changes the scope of a contract or increases the contract amount must first be approved in writing by CARE. 

· All procurements of goods/ services must meet the source origin and nationality requirements (these should be listed or referenced) 

· CARE must be notified in writing at the earliest possible opportunity when the subgrantee has cause to believe that it has not or will not meet any of the procurement standards.

· The subgrantee shall on request make available to CARE pre-award review and procurement documents such as requests for proposal, invitations for bids or independent cost estimates.

Where control of partner procurements is an issue, additional conditions on subgrantees might include:

· For procurements of goods/ services worth USDxxx or more, CARE financial/ admin officers will be consulted to ensure that procedures comply with donor regulations. 

· For procurements worth USDxxx or more, prior written approval must be provided by CARE. In such cases, parties might agree that procurement is better handled by CARE. 

· Procurement of goods/ services worth more than USDxxx may not be made by the subgrantee.

B. Standard Procedures for Payments 

· Payments of less than USDxxx may be made in cash;

· Payments of USDxxx or more must be made via bank transfer or with check or giro to the account of the payee or vendor.

· Payments to vendors must be made to bank accounts of the vendors, and not to personal accounts.  If such is not possible, a written statement from the vendor’s authorized officer is required asserting that: (i) the personal account belongs to the vendor, and (ii) the vendor requires that the payment be made to the personal account.

APPENDIX 6.

STANDARD PROCEDURES FOR REPORTING

Final financial and narrative activity completion reports will be required in all Agreements. Interim financial and activity reports might also be required, depending on the period of activitiy and amount of funding. This will be specified in the reporting schedule (Appendix 4). 

A. FINANCIAL REPORTS

Reports on use of funds will cover all transactions in the period reported. They will be prepared in Microsoft Excel and follow the budget categories and format. Both hardcopy and softcopy will be submitted to CARE. Specifically, reports will include:

· Liquidation/ disbursement checklist

· A budget compliance report showing, by budget category 

· previously reported expenditures 

· expenditures in current period

· total expenditures to date

· approved expenditures

· remaining balance

· installments received to date

· A cash flow ledger, showing

· transaction date

· description

· voucher number

· account number

· amounts and total received and disbursed from all sources

· balance

· A schedule of disbursement by budget category

· A cash reconciliation report showing 

· receipts

· expenditures 

· balance 

· cash book total 

· cash count total

CARE might also ask partners to provide originals or copies of supporting documents for transactions. It might also be satisfied for partners to hold these documents and make them available for audits. Some supporting documents for transactions can include: 

· invoices

· receipts 

· tax invoices 

· goods received notes 

· delivery orders

· purchase requests 

· purchase orders

· summary of bid analyses

· contracts 

· other relevant procurement documents

There are a number of issues here. First, will donors expect original documents to be centralized and stored by CARE? Second, do partners have capacity and can they be trusted to file documents properly for the required audit period? Third, does CARE have enough faith in partner financial management to waive submission (and proofing) of key documents on a rolling basis, as reports are submitted and disbursements made? 
( See also Annex 5 of these guidelines: Sample financial reporting formats
B. ACTIVITY REPORTS

All activity reports should include:

· Narrative summary of activities and outputs

· Progress towards set targets against the work plan for the period

· Discussion of constraints encountered during the period and solutions

· Work plan for next period

( See also Annex 4 of these guidelines: Sample progress reporting formats
C. ASSETS AND INVENTORY

The inventory of assets list will include inventory numbers, specific identification (eg. serial number), description, date of purchase and original value. 

D. OTHER REPORTS AND DOCUMENTATION

If other additional aspects of activities should be reported, these should also be included here. For example, for activities involving distribution of equipment or materials, partners might be required to track and account for distribution of these goods using agreed formats. 
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