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Programme Guidelines for Technical Assistance Programmes in Central and Eastern Europe

Administered by the Ministry of Foreign Affairs

The Secretariat for Assistance to Central and Eastern Europe administers two overall bilateral assistance programmes in Central and Eastern Europe.

The present Programme Guidelines describe the programmes administered by the Secretariat and the procedures applied to the implementation of individual assistance projects. The Programme Guidelines are primarily directed at programme partners and project recipients in Central and Eastern Europe as well as Danish companies, authorities and organisations tendering for and implementing individual assistance projects.  

The Secretariat is available for further information. Inquiries may be addressed to:

Ministry of Foreign Affairs

Secretariat for Assistance to Central and Eastern Europe

(Øststøttesekretariatet)

Asiatisk Plads 2

DK-1448 Copenhagen

Tel.: +45 33 92 04 39

Fax: +45 33 92 19 71

E-mail: noest@um.dk

1.
Introduction to Assistance Programmes 

The assistance programmes are centred on two main headings. First, assistance programmes targeted to EU applicant countries. Second, assistance programmes targeted at the SNG countries.

.

1.1. EU pre-accession programmes

Three programmes are included to assist the EU candidate countries in their preparation for EU membership:

The FEU Programme provides technical assistance to Estonia, Latvia, Lithuania and Poland. The overall objective of the programme is to assist the candidate countries in their accession effort and approximation to the EU. In addition, the programme is meant to support the Danish foreign policy in the area of EU enlargement. The immediate objectives are to assist in legal approximation and ensuring the implementation through strengthening of institution building efforts. The programme also aims at supporting the introduction of the EU structural funds and assist in building up EU decision-making procedures and provide advice on EU negotiation procedures. In addition, support to regional cross-border cooperation, especially in the Baltic Sea area, is important. Information efforts related to both EU and EU enlargement in the candidate countries are also relevant to the programme. The main target groups in the candidate countries are civil servants in the public sector at central, regional and municipal level. In addition, the programmes may support interest groups and NGO’s involved in EU accession issues. 

The FEU+7 Programme provides technical assistance to Bulgaria, Czech Republic, Romania, Slovakia, Slovenia, Hungary and Turkey in identical areas as described for the FEU programme above.

The FINS Facility provides funding for Danish authorities and mandated bodies engaged in preparation of Phare Twinning projects. Applications for the FINS Facility follow special guidelines. Further information on how to apply is found on the homepage (in Danish) of the Ministry of Foreign Affairs. 

1.2 SNG programme
The SNG Programme supports technical assistance projects in the European NIS countries, Russia, in particular the Baltic regions: Kaliningrad Oblast, Pskov Oblast and Leningrad Oblast (St. Petersburg). The overall objective of the programme is to support the development in the countries that border the future EU in order to avoid an unbalanced development. 

The immediate objectives for the programme will be to support administrative development in the public administration at all levels. The programme will focus on capacity and institutional development in sectors such as agriculture, tax and customs, health, public administration, labour marked et al. The programme will additionally target socially disadvantaged groups (e.g. children, women and other vulnerable groups), indigenous peoples in Russia and regional development.

The projects can comprise technical assistance, advisory support and training related to capacity and institutional development, including training of civil servants (continuous professional training). Support can also be given to development of legislation and legislative acts, including introduction of market oriented standards and approximation to EU legislation. Training of managers in both the public and private sector can also be financed.

2.
Programming Cycle   

The programming process is conducted by the Danish Ministry of Foreign Affairs in consultation with the Programme Partner, i.e. the relevant authority in each country, typically a Government Unit for Donor Co-ordination. In the programming process, the priorities for the assistance programme and potential projects are identified. 

The priorities for each programme are identified on basis of the needs and particular requirements of the country in the framework of the programme. For instance, the programming of EU pre-accession projects under the FEU Programme will to a large extent be determined by the country’s National Programme for Adoption of the Acquis (NPAA). 

A list of potential projects, i.e. a project pipeline, is elaborated for each programme and country. It is updated as and when needed. The project pipeline, which contains a brief description and a tentative budget for each project, guides the selection of projects to be implemented with Danish assistance. Public pipelines are not publicly available.

The selection of projects to be supported is based upon a prioritisation, which among other things takes into account:

· The needs and resources of the recipient country

· Other donor agencies’ activities

· Danish competencies and resources available in the field of assistance

· The expected effect and cost-effectiveness of the project, and

· The sustainability as well as risks of the project

The programming process described here does allow, however, for specific requests and ad hoc project proposals from authorities in the recipient country to be considered for support by the Ministry of Foreign Affairs.    

3.
Project Selection and Identification of Activities    

3.1
Elaboration of Terms of Reference 

Projects that have been selected for possible implementation will be described in a detailed project document, or Terms of Reference (TOR). The TOR will be drafted by the project recipient, i.e. the immediate beneficiaries of the project, in consultation with the Ministry of Foreign Affairs and the Programme Partner. Project recipients, which are typically not identical to the Programme Partner, may for instance be a Ministry or other government authority, an organisation, a training institute or the like. 

The TOR guide the actual implementation of the project and contains among other things the following (cf. annex 1): 

· A description of the objectives of the project

· The expected outputs, or results, delivered by the project

· A description of the project activities to be carried out

· The budget for the project, and 

· Other terms and conditions for the implementation of the project

The final TOR are approved by the Programme Partner and the project recipient. In addition, the Danish Embassy in the recipient country as well as a technical coordinator (cf. section 3.2) may be consulted.

3.2
Technical coordinator 

When the TOR have been drafted, a technical co-ordinator may be identified by the Ministry of Foreign Affairs. Normally, a relevant Ministry or other authority in the Danish central administration, which possess the technical expertise required, may be appointed as technical co-ordinator for the project. The role of the technical co-ordinator is primarily as follows:

· The technical co-ordinator is consulted regarding the draft TOR, i.e. before financial commitments are made and before a contractor is selected or a tender is made, to ensure the technical relevance and appropriate design of the project.

· The technical co-ordinator is consulted for comments on the project reports submitted by the contractor during and after the implementation, including proposed amendments to the project.  

The technical co-ordinator will give technical advice to the Ministry of Foreign Affairs concerning the implementation of the project, but will not be involved in the execution of the project or work with the contractor.

4.
Selection of Contractors  

4.1
Contractors 

Once the TOR have been approved by the relevant parties, a contractor will be selected for implementation of the project. The contractor may be a Danish authority, company or organisation, which have particular competencies in the field concerned. The contractor assumes the responsibility for the implementation of the project, including the input of individual consultants and experts, as specified in the TOR and the approved project proposal.  

Irrespective of the method of selection, the contractor must always prepare and submit a project proposal on basis of the TOR. For the preparation of project proposals, see chapter 5 and annex 1. 

4.2
Database of contractors 

Contractors are usually identified on basis of a database of authorities, companies and institutions. The database of contractors is regularly updated on basis of a call for expression of interest or by direct enquiry to potential contractors. Furthermore, Danish institutions and companies may at any time express interest in being included in the database for their specific field of competence. 

The database is available on the Ministry of Foreign Affairs’ homepage.   

4.3
Identification of contractors without tender 

For smaller projects, a suitable contractor may be directly identified and approached by the Ministry of Foreign Affairs, typically on basis of the database mentioned above. The identified contractor is invited to submit a project proposal for approval (Regarding the preparation of project proposals, see chapter 5 and annex 1).

However, tenders may be applied irrespective of the size of the project, if deemed appropriate. 

4.4
Tendering 

For larger projects exceeding DKK 1.5 mill, limited tenders will generally be applied for selection of contractors. Normally, two to five tenderers are invited to bid for the project.      

For large projects exceeding DKK 3.0 mill, a public tender with pre-qualification will be applied for selection of contractors. For each public tender, two to five tenderers will be invited to bid for the project.   

4.5
Selection of contractors on basis of tenders 

When using tenders, the Ministry of Foreign Affairs will select the overall most favourable bid among the received project proposals. In the evaluation of bids, the Ministry of Foreign Affairs will emphasise the following: 

· The quality of the project description and proposed methodology

· The contractor’s experience from similar assignments (i.e. the subject matter or professional field concerned) 

· The contractor’s experience from assignments in the country and geographical region concerned

· The competencies and experiences of proposed consultants and experts (on basis of CVs), and

· The competitiveness of the financial proposal

In the evaluation of bids, the Programme Partner, the project recipient and the technical co-ordinator may be consulted.     

4.6
Contracting 

Project proposals may either be approved as submitted by the contractor or on certain specified conditions. The contractor will receive a letter of commitment indicating the possible conditions for the implementation of the project. The letter of commitment will state a deadline for acceptance by the contractor of the specified budgetary and other conditions. The contractor’s written acceptance of the letter of commitment constitutes the basis of agreement for financing of the project. No funds will be allocated to activities carried out before the receipt of the written acceptance of the letter of commitment. 

5.
Preparation of Project Proposals  

5.1
Project proposals 

When bidding for a project, the tenderer must submit a project proposal in English within the terms outlined in the TOR. The project proposal will include a financial proposal (cf. section 5.2). 

The project proposal will be based upon and must adhere to the structure and requirements of the TOR (annex 1), although the project proposal allows the tenderer to be more detailed and to propose activities that extend beyond the descriptions contained in the TOR. 

The project proposal submitted by the tenderer will, in addition to the information contained in the TOR, provide information on:

· The individual consultants or experts foreseen to undertake the project activities (including CVs in English)

· The specific input assigned to each consultant, and

· A detailed budget, including budget forms (cf. annexes 1.2 – 1.4)

These guidelines also apply to contractors that have been approached directly by the Ministry of Foreign Affairs without a tendering procedure.  

5.2
Financial proposals 

The financial proposal (or budget) must be precise and detailed (cf. annex 2) in such a way as to make possible an assessment of the costs of separate activities. The financing plan should give information as to the distribution of the budget on financing from the Ministry of Foreign Affairs as well as possible co-financing, which may include monetary and in-kind co-financing from the recipient country, from other donors, or self-financing.   

For large projects, in particular, tenderers may find it useful to conduct a proposal preparation mission to the recipient country before submitting the project proposal. However, the cost of the proposal preparation mission is not financed by the Ministry of Foreign Affairs and cannot be included in the financial proposal.     

6.
Project Implementation and Reporting  

6.1
Project cycle 

Normally, a project progresses through a number of stages. The typical project cycle for assistance projects that falls under these Programme Guidelines are described below. It should be noted, however, that the reporting requirements for each specific project are described by the TOR for that project.

a) The contractor accepts the letter of commitment. The project commences.

b) The Inception phase of the project is implemented (for larger or more complex projects).

c) The Inception Report is submitted to project recipient for comments and approval.

d) The Inception Report is submitted to the Ministry of Foreign Affairs for approval, normally within one month of project initiation. 

e) Subsequent project activities (which may be divided into phases or components) are implemented as described by TOR and the approved project proposal.

f) Progress Reports are submitted to the project recipient for comments and approval. 

g) Progress Reports are submitted to the Ministry of Foreign Affairs for approval, normally every three months during project implementation (for larger or more complex projects). 

h) Final Report is submitted to project recipient for comments and approval 

i) Final Report and audited accounts are submitted to the Ministry of Foreign Affairs for approval, no longer than one month after finalisation of the project activities.

j) Payment from the Ministry of Foreign Affairs to the contractor on basis of audited and approved accounts. 

k) The project is monitored and evaluated by the Ministry of Foreign Affairs or an external consultant, if decided by the Ministry of Foreign Affairs.

6.2
Reporting 

The reporting requirements for each project are described in the TOR for the project. For smaller projects, e.g. projects consisting of one or two activities, the reporting requirements will normally be limited to a Final Report (cf. annex 1).

For all reports, the maximum length is normally five pages (excluding annexes). If a report is longer than five pages, the report must have a summary of half a page (on the front page). Appendices, which may include publications produced, lists of seminar participants, etc., may be attached.

All reports must be approved by the project recipient or include the project recipient’s comments before submitted by the contractor to the Ministry of Foreign Affairs (cf. annex 3). 

For sizeable projects or projects of a certain length or complexity, the Ministry of Foreign Affairs may require that the contractor submits the following:

· One Inception Report 

· One or more Progress Reports

· One Final Report

The purpose of the Inception Report is to ensure that project activities are thoroughly prepared. The report is normally submitted within one month from project initiation and must contain a revised Project Activity Plan (cf. annex 3). The Progress Report(s) are a means for regularly monitoring project progress. Such reports are useful and often necessary tools for the contractor/consultants, the project recipients as well as the Ministry of Foreign Affairs.  

If Inception or Progress Reports are required, the contractor should already in the planning stage consider a suitable phasing of the project and plan the submission of Inception or Progress Reports accordingly.    

The Final Report, which must normally be submitted within one month after the completion of the project activities, will account for the progress and the outputs, or results, achieved. Particular emphasis must be given to activities mentioned in the Activity Plan of the TOR and the project proposal, indicating the timing, place of implementation and participants in the project activities. Any deviations from the Activity Plan must be commented on and accounted for. Furthermore, the report must contain an evaluation of whether the immediate objectives of the project have been met and whether the achieved results are deemed sustainable (cf. annex 3).

6.3 
Deviations

After project initiation it is the responsibility of the contractor to inform the Ministry of Foreign Affairs of any major deviations in the implementation of the project, as well as of incorrect or failed preconditions for the project implementation. Deviations that reduce the possibility of meeting the project objectives, of executing the project activities or which result in major delays are regarded as important. 

If the contractor wishes to change the project activities or the budget, as described in the TOR and the project proposal, the contractor must obtain the Ministry of Foreign Affairs’ approval of the changes beforehand.  

Failure to report in due time or to ask for approval of changes to the project may imply that the costs and expenses incurred after the occurrence of the deviation will not be financed by the Ministry of Foreign Affairs. 

If it is reported that major deviations from the planned course of action have occurred, the contractor will normally be called to a meeting for clarification of the situation and to provide information on the feasibility of continuing the project as planned or whether the project should be terminated or implemented under different conditions.  

The general reporting requirements do not exempt the contractor for immediate reporting on major deviations in the project implementation. 

6.4
Payments 

As a rule, payments will only take place when the Final Report has been submitted with the audited accounts for the fees and other expenses. If requested, a mid-term payment from the Ministry of Foreign Affairs can be made according to actual expenses. This is, however, on the condition that:

· A Progress Report accounting for the activities carried out and the results achieved is submitted, and

· Accounts endorsed by an auditor for the fees and other expenses for which payment is requested are presented.   

However, ten percent of the total payment will always be withheld until the Final Report and audited accounts for the project have been presented and approved. 

As regards payments to public authorities, institutions and companies, the common rules for state grants and payments will be adhered to. 

6.5
Invoicing 

Payment to the contractor will be made on basis of an invoice presented to the Ministry of Foreign Affairs. The invoice is a request for payment, which will have the following attachments:

· Audited accounts (cf. section 6.6 and annex 4)

· Auditor’s statement (cf. annex 5)

· Final Report

The invoice and attached accounts will contain fees and other expenses incurred under the project and as stated in the budget. The final invoice and audited accounts, as well as possible requests for payments made during project implementation, must with no exception follow the approved budget. The salary rates, daily allowances, hotel and transport expenses must appear in the attached accounts. Possible deviations from the budget must be accounted for. The Ministry of Foreign Affairs may decline to make payments for fees or reimbursables exceeding the approved budget or budget lines, unless they have been approved beforehand (cf. section 6.3). 

If the documented fees and reimbursables are found to be less than the budgeted amounts, the payment will be calculated on the basis of the actual fees and reimbursables. If the contractor wishes to make any changes between budget entries within an allocated budget, the technical coordinator and the Ministry of Foreign Affairs must agree hereto. 

The Ministry of Foreign Affairs and the National Auditors have the right to assess the implementation of the project and may require the contractor to present all accounting records to the Ministry of Foreign Affairs. 

The invoice must be signed by the contractor and, if applicable to auditing, the accounts must be signed by the auditor (cf. section 6.6). 

6.6
Auditing  

Accounts from public authorities and institutions, which are audited by the National Auditors, need no further auditing, but have to be signed by the contractor’s financial officer. 

The accounts submitted by other public authorities and institutions, must be audited by the auditor normally acting for the authority or institution in question. 

For private contractors, accounts must be audited by the authorised or registered auditor normally employed by the company or organisation.  

The auditor must especially check and certify:

· Consultacy hours

· Salary rates

· Salaries for settlement

· Possible payments made during implementation 

· Deviations from the budget

6.7
Monitoring and evaluation 

The Ministry of Foreign Affairs is entitled to carry out monitoring and evaluation of projects, irrespective of whether this has been planned before project initiation. The contractor must assist in monitoring and evaluations, including producing relevant information concerning the project implementation and establish contact with project participants and beneficiaries in the recipient country, if required. Contractors have the right to be acquainted with the result of the completed monitoring and evaluation and to put forward comments hereto.  
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Structure of Terms of Reference (TOR) and guide to elaboration of project proposals
The format and structure of all TOR used for projects administered by the Ministry of Foreign Affairs’ Secretariat for Assistance to Central and Eastern Europe is outlined below. 

Contractors and tenderers must likewise use this structure for all project proposals submitted under the programmes described in this manual, although the content will be somewhat different. Hence, project proposals may frequently be more detailed than the TOR upon which they are based, e.g. with regard to specific activities or methodologies proposed, insofar as tenderers consider this to be required. 

Furthermore, project proposals must contain additional information as compared to the TOR, i.e. an Activity Plan (including individual consultants’ inputs), a detailed budget (including budget forms 1, 1a and 1b), and CVs. The budget forms and CVs will be attached to the project proposal. 

Tenderers must keep project proposals concise, but the length and degree of specification may vary somewhat from one project to another.      

The project proposal is to be considered a revised TOR, taking into account the tenderer’s approach to the project. Irrespective of the extent to which project proposals are altered by the tenderer, as compared to the TOR upon which they are based, the format and structure presented below apply to all project proposals. Therefore, the numbering and headings (in bold) cannot be changed.

​​TERMS OF REFERENCE / PROJECT PROPOSAL

1. Project Title and Number  

Each project has a short title, which identifies the project.   

2. Project Recipient   

The project recipient(s) are indicated, e.g. one or more authorities, organisations or the like, including name, address, telephone and fax number, e-mail address and name of the contact person. 

3. Tenderer / Contractor   

The tenderer or contractor elaborating the project proposal will provide the following information:

Name of tenderer:

Address:

Contact person:

Tel.:

Fax:

E-mail:

4. Contracting Authority 

Royal Danish Ministry of Foreign Affairs

Secretariat for Assistance to Central and Eastern European Countries

Asiatisk Plads 2

DK-1448 Copenhagen K.

Denmark
5. Total Budget

The TOR elaborated by the Ministry of Foreign Affairs may state a total maximum budget in DKK to be made available from the Ministry.

In the project proposal, the contractor will indicate the total budget and the budget to be financed by the Ministry of Foreign Affairs. The latter follows from the budget forms shown in annex 1.4. Sources of financing, other than the Ministry of Foreign Affairs, must be indicated.

Total budget:




Sources of financing:

Ministry of Foreign Affairs:

Recipient co-financing:

Other sources of financing (name of financing source):  

6. Duration of Project

The time of expected project initiation and expected finalisation (month and year). 

7. Background for Project

The background for the project and its wider context will briefly be described. This may include a description of why the project has been proposed, other present or previous project activities in the field concerned, other complementary donor activities, an overview of the most important stakeholders in relation to the project, etc. For FEU projects, possible impact on transposition of or relevance to particular EU Directives should be accounted for. 

8. Project Objectives

Overall objective

The overall objective of the project is briefly described. The overall objective is a higher-level objective towards which the project is expected to contribute, i.e. how the project contributes to the development of a wanted condition in the recipient country.

Immediate objective

Here, the more specific effect(s), which are expected to be achieved as a result of the project, are described. Often, each activity (or component) of a project corresponds to an immediate objective. For larger projects, therefore, there are typically several immediate objectives.  

9. Activity Outline

The TOR will contain a description of the project activities foreseen under the project. The activities may be divided into separate components and phases. 

In the project proposal the contractor will in more detail describe the proposed activities, including an indication of the timing of separate project activities or components, the phasing of the project, if applicable, as well as specification of all project activities in an Activity Plan (cf. annex 1.1). 

10. Input 

The input, or resources, which are provided for the implementation of the project are described here. This includes both the input financed by the Ministry of Foreign Affairs and resources provided by the recipient country (monetary or in kind). The costs of the input are included in the budget (an estimate in DKK are made of in-kind services). Costs which are not related to a certain resource or input cannot be included in the budget. 

In the TOR, the resources required for implementation of the project are described here, e.g. a certain expertise or other particular requirements regarding the consultants or experts delivering the project activities, number of expected man-hours to be delivered, travel expenses and other reimbursables, co-financing required from and agreed with the recipient country, etc. 

11. Output

The outputs that are expected to be produced by the project activities are described in verifiable terms. Examples of outputs are laws drafted or adopted, reports produced, targets groups that have had their skills or competencies in a particular field enhanced, etc. All project activities must lead to one or more outputs. Every immediate objective must be supported by at least one output. Insofar as an output has no relation to an immediate objective, it shall not be included.  

12. Preconditions, risks and measures in this regard

Preconditions for and risks in the implementation of the project will be stated in TOR and in the project proposal. 

Preconditions are conditions that are necessary for the success of the project and therefore have to be present before the assistance from the Ministry of Foreign Affairs can become operational. 

Risks are outside the immediate control or influence of the project, but must be identified to increase the possibility for a successful project implementation. If a risk is identified, it must be described how the risk is to be reduced or eliminated. 

13. Reporting 

The TOR will describe the reporting requirements for the project, i.e. which reports are to be delivered at what time. Particular reporting requirements will be mentioned here.

For further information on reporting, please see section 6.2 and annex 3.  

Activity Plan to be included in project proposals 
The project proposal submitted by the tenderer (or the identified contractor) will contain a specific Activity Plan, which will either be included under point 8 (Activity Outline) of the project proposal or attached as an annex.

The Activity Plan will list all major activities carried out under the project. The corresponding input provided by both the project recipient and the Danish contractor, as well as the corresponding outputs will furthermore be specified. 

Activity Plan (1) must be used for all projects. For larger projects, both Activity Plan (1) and (2) must be used. The TOR will indicate which format for activity plan the contractor must use in the project proposal.  

ACTIVITY PLAN (1)
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Concepts used

Activity

The activities are events that are limited in time and in terms of resources used. The purpose of the Activity Plan is to ensure consistency and coherence between the separate activities making up the project. The description of activities must therefore be brief and limited to those necessary to achieve the outputs.  

In the Activity Plan, the activities are stated in order of implementation. Duration of the activity and its timing are indicated (first column). 

Inputs

The implementation of each activity requires the availability and use of certain resources or inputs. Each resource that is made available for a certain activity (e.g. consultancy fees, international travel, 

translation, training venues, etc.) is an input. It is, furthermore, important that the input of each named individual consultant or expert is specified as an input in relation to each activity. 

The cost of each input is included in the budget of the project. Costs that are not related to a particular input cannot be included in the budget. 

Inputs from both the recipient country (i.e. recipient co-financing) and the contractor must be included in the Activity Plan. 

Outputs
The Activity and the Input must lead to one or more results. Results that are contributing to the realisation of the immediate objectives are termed outputs. If the output does not contribute to the realisation of the immediate objective, it will not be included as an output in the Activity Plan. 

It is frequently difficult to assess whether expected outputs are actually achieved. It may therefore be necessary to formulate an indicator, or a means of verification, for the testing of the achievement of the output. These may be added in the fourth column (of Activity Plan (1)).          

ACTIVITY PLAN (2)
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Guidelines concerning budgets and accounts 

1. Introduction 
All project proposals must include a Budget and Financing Plan as an attachment (see the required format in Annex 1.3). The budget must be clear and precise and must be as detailed as required by the format presented in Annex 1.3. 

For projects consisting of only one main activity, for instance a seminar or a training course, only the first page of the Budget and Financing Plan (i.e. the “Total Budget” section) must be used. The total budget is found on page 1 of the Budget and Financing Plan. 

Insofar as the project consists of several activities or components, the Budget and Financing Plan must also contain a budget for each separate activity (e.g. inception mission, seminar, workshop, technical assistance mission, etc.). The budgets for all separate activities will be stated on page 2 onwards. The number of activities included in the Budget and Financing Plan must be stated on page 1, as shown.

To facilitate proper assessment of the cost of each activity, the separate activities stated in the Budget and Financing Plan must correspond to the activities described in the Activity Plan (1) in Annex 1.1.     

2. Calculation of fees
Fees cannot exceed the limits following from the Danida rules for short-term consultants (the KR Rules). These rules imply an individual calculation of fees on basis of the consultant’s current salary to which is added an overhead. A recent pay slip is used as documentation. Normally, the overhead cannot exceed 120 percent for consultants employed by the contractor or 100 percent for self-employed or freelance consultants and experts from sub-contractors. It is therefore necessary to make a calculation of fees for each of the individual consultants or experts that participate in the project.

The time consumption on project activities financed by the Ministry of Foreign Affairs must as far as possible be documented by use of time registration.

Only under very special circumstances is an overhead of 140 percent given. This presupposes, among other things, that the project activities are carried out by a team of consultants under supervision and management of the consultant, who qualifies for this overhead. The consultant in question must therefore have managerial and supervisory responsibilities.

The Ministry of Foreign Affairs will normally accept to finance fees corresponding to the documented salary. However, the maximum fee will be based on an individual calculation of the consultant’s normal salary in his or her country of residence.

Financing of fees for local consultants may be allowed, although payment of local civil servants is not possible.  

3. Travel expenses and per diem
Payment of international travel is based on full-fare economy. International travel must as far as possible be arranged in such a way that discounts are obtained. The travels to and the duration of missions in recipient countries must be specified in a way that makes the granting of budgets possible. Documented expenses to telecommunication and local travel may to a certain extent be financed by the Ministry of Foreign Affairs, depending upon the type and size of project.

Per diems are financed within certain limits, but the rates cannot exceed the limits specified by the Danish Ministry of Finance.

”Miscellaneous” or ”unforeseen” expenses cannot be financed by the Ministry of Foreign Affairs.

4. Financing
The financing of projects should, as far as possible, include other financing sources than the Ministry of Foreign Affairs. These other sources must be indicated in the project proposal (section 5) and the corresponding amounts included in the Budget and Financing Plan (see annex 1.3).

Various forms of co-financing exist. 

Recipient Co-financing

This form of co-financing, which is provided by authorities in the recipient country, is seen as an expression of the recipient country’s interest in the implementation of the project. The requirements to national co-financing increase with the country’s economic resources. Recipient co-financing may include in-kind services, e.g. office facilities and staff, training venues, interpretation, local transport and international travel for activities taking place outside the recipient country.   

Other Donor Co-financing

The contractor may consider possibilities for other bilateral or multilateral donor co-financing.

Contractor’s Co-financing
Contractor’s co-financing, or self-financing, is a contribution from the contractor to the project. Self-financing is an indication of the contractor’s engagement concerning the task at hand. Self-financing must be stated in DKK and may, for instance, consist of the financing of a proposal preparation mission, a number of consultancy hours delivered free of charge, a reduction of the hourly rates, provision of seminar and office facilities.    

5. Financing of equipment
Insofar as equipment is procured as part of the project, and financed by the Ministry of Foreign Affairs, the equipment must be specified in the Budget and Financing Plan. It must also be indicated if the equipment is purchased as new or as second-hand. Payment for copyrights is to be considered procurement of equipment. When purchasing substantial equipment, it must be indicated how the procurement will take place and where it will be made (e.g. in Denmark or in the recipient country).

Equipment that has been procured for the project may after the finalisation of the project be transferred to a relevant institution in the recipient country on the condition that the institution declares that it will not sell or further transfer the equipment within a period of five years from project finalisation. If a transferral is not possible on these terms, the equipment will normally be sold at the end of the project. The proceeds will be returned to the Ministry of Foreign Affairs or will be used for other purposes in relation to the programmes.

In the Budget and Financing Plan below, equipment and materials (such as teaching materials or reports) will be included under “Other expenses”.
BUDGET AND FINANCING PLAN
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	BUDGET (DKK)   
	FINANCING (DKK)

	Total Budget
	
	Ministry of Foreign Affairs
	Other financing

	Fees (cf. Form 1)


	
	
	

	International flights

Number of flights

Cost per return flight

Local transport


	
	
	

	Hotel

Daily allowances

Insurance


	
	
	

	Other expenses


	
	
	

	Auditing


	
	
	

	Total 


	
	
	


No. Of activities included in the Budget and Financing: __

Page 2

	Activity 1


	
	
	

	Fees (cf. Form 1)


	
	
	

	International flights

Number of flights

Cost per return flight

Local transport


	
	
	

	Hotel

Daily allowances

Insurance


	
	
	

	Other expenses


	
	
	

	Total 


	
	
	

	Activity 2


	
	
	

	Fees (cf. Form 1)


	
	
	

	International flights

Number of flights

Cost per return flight

Local transport


	
	
	

	Hotel

Daily allowances

Insurance


	
	
	

	Other expenses


	
	
	

	Total


	
	
	

	Activity 3


	
	
	

	Fees (cf. Form 1)


	
	
	

	International flights

Number of flights

Cost per return flight

Local transport


	
	
	

	Hotel

Daily allowances

Insurance


	
	
	

	Other expenses


	
	
	

	Total


	
	
	


Form 1
Calculation XE "Calculations"  of Fees Budget XE "Budget" 

Man-hours XE "Man-hour"  and calculated fee

Recipient country XE "Recipient country" :

Project name:


File No.:

Start of assignment XE "Assignments" :

Handing-over XE "Handing-over" :

	Name of consultant XE "Consultant" 

	Denmark

Preparation

(7.4 hours per working day)
	Abroad 


	Denmark

Finalising

(7.4 hours per working day)
	Travel time

(Max. 

8 hours each way)


	Man-hours XE "Man-hour"  per consultant XE "Consultant" 

	Rate XE "Rate" /hour cf. Forms 1a/1b

(to two decimals)
	Category (letter 

cf. Schedule 1)


	Overhead factor XE "Overhead factor"  in per cent 

cf. Schedule 1
	Fee rate XE "Rate" /hour (Max. cf. Schedule 1)

(to no decimals)
	Computed total fees per consultant XE "Consultant" 
(to two decimals)



	
	Hours
	Weekday

(8 hours per working day)

Hours
	Weekends

(Max. 8 hours per working day)

Hours
	Hours
	Hours
	Hours
	DKK
	
	
	DKK
	DKK

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	


Man-year (standard hours):

1655 man-hours XE "Man-hour" 

Fee-rate/hour: Hourly  rate XE "Rate"  incl. overhead factor XE "Overhead factor" , but not exceeding max. hourly  rate incl. overhead factor cf. Schedule 1.

Man-month XE "Man-month" :


137.9 hours

Computed fees: Fee-rate/hour by man-hours XE "Man-hour" .

Working week in Denmark:

37 hours

Working week in recipient country XE "Recipient country" :

40 hours

Outward & return travel:

Max. 8 hours per outward or return travel
Weekends:


The two first weekends abroad, documented work time of max. 8 hours per day may be included.


Statement of man-months XE "Man-month" 
	Man-months XE "Man-month"  total 

= (Man-hours XE "Man-hour"  total)/ 137.9 hours

Man-months XE "Man-month"  in DK/

   
                                 = (Man-hours XE "Man-hour"  in DK)/137.9 hours 
Man-months XE "Man-month"  recipient country
= (Man-hours XE "Man-hour"  recipient country incl. travel time total)/137.9 hours

Man-months XE "Man-month"  - Women
= (Man-hours XE "Man-hour"  for women)/137.9 hours 

Man-months XE "Man-month"  - Men
= (Man-hours XE "Man-hour"  for men)/137.9 hours

	

	

	


Declaration:

As Project Manager XE "Project Manager"  I hereby declare that the information in Forms 1, 1a and 1b, including the above hourly rates XE "Hourly rate" 

 XE "Rate"  and the information used as basis for the calculations XE "Calculations"  are correct and in conformity with the KR-rules and the ABR 89 Danida XE "ABR 89 Danida" .

Place:  


, date  _____________________
______________________________________________________________







Signature of Project Manager XE "Project Manager" 
Form 1a
Hourly Rate XE "Rate"  Calculation XE "Calculations"  Based on Salary


Calculated hourly rate XE "Hourly rate" 

 XE "Rate"  per consultant XE "Consultant"  based on salary paid

For employees XE "Employee"  with consultants of contract-holder and any sub-contractors.

	Name of enterprise XE "Enterprise" 

	Name of consultant XE "Consultant" 

	Function on assignment XE "Assignments" 

	Latest fixed salary 

cf. latest pay slip

a
	Pension XE "Pension"  contribution
 + Holiday allowances 1 per cent a
 + Statutory contributions XE "Statutory contribution"  – Compensation XE "Compensation"  on contributions

b
	Benefits of the consultant XE "Consultant" 

c
	Calculated annual pay (a+b+c) x 12

d
	Hourly  rate XE "Rate"  

d/1655 hours

(Transfer to Form 1)



	
	
	
	DKK

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Date:

____________________________________

Signature of Project Manager XE "Project Manager" 
Form 1b
Standard Calculation XE "Calculations"  of Hourly Rate XE "Rate" 

Calculated hourly rate XE "Hourly rate" 

 XE "Rate"  per consultant XE "Consultant"  based on standard fees

The salary-based calculation XE "Calculations"  of hourly rates XE "Hourly rate"  is not used for consultants who cannot document monthly pay as salaried staff XE "Salaried staff" . Nor is the salary-based calculation of hourly rates XE "Rate"  used for owners and co-owners who cannot document monthly pay in the previous accounting year. For these persons a standard-based (non-salary based) calculation of hourly rates is used, cf. Schedule 1, B, based on the seniority of the consultant XE "Consultant"  in relation to his/her degree from a university or other institution of higher education XE "Education" .

(For consultants employed as salaried employees XE "Employee"  with a Danish enterprise XE "Enterprise" , fees must be calculated on the basis of the latest pay slip cf. Form 1a). 

It shall not be allowed to apply standard rates XE "Rate"  in cases where it is possible to calculate a salary-based hourly rate XE "Hourly rate" , which is lower than the standard rate.

	Name of enterprise XE "Enterprise" 

	Name of consultant XE "Consultant" 

	Function on assignment XE "Assignments" 

	Education XE "Education" 

	Year of degree
 

cf. attached CV (Form 3) signed by consultant XE "Consultant" 

	Seniority by years
 


	Hourly  rate XE "Rate"  by seniority table XE "Seniority table" 

(Transfer to Form 1)

DKK

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Date:

____________________________________________

Signature of Project Manager XE "Project Manager" 
Taxation

Agreements in form of Note Verbales have been made with most Central and Eastern European countries, according to which Danish services under the programmes for assistance to Central and Eastern Europe are exempt from direct and indirect taxation and duties. If such claims despite these agreements are made, grants from the Ministry of Foreign Affairs cannot normally be used for such costs. Queries can be made to the Danish Embassy in the recipient country.       
Services, supplies and works under a contract with a Danish contractor or sub-contractor are not subject to Danish VAT, if the deliverables exclusively are used outside the EU. 

Normally, the implementation of projects in Denmark are liable to taxation and other duties. Queries regarding Danish taxes and duties can be made to the local tax authority in Denmark.

FORMAT FOR REPORTING

A standard format is used for Inception, Progress and Final Reports. However, as the purpose of these reports are somewhat different (cf. section 6.2) the items contained in the reporting format may be of varying relevance to Inception, Progress and Final Reports respectively. 

It should be noted that Inception Reports must contain a revised Activity Plan, if relevant.

INCEPTION / PROGRESS / FINAL REPORT

1. Project Title:
2. Contractor:

3. Project registration number: 

4. Project Recipient: 

5. Duration of Project:

6. Assessment of activities undertaken 

The activities carried out under the project thus far are described and accounted for here, including an assessment of the outputs or effects of the project. Note that Progress Reports should not repeat information contained in previously submitted reports. 

7. Assessment of the meeting of immediate objectives

The contractor will assess the extent to which the immediate objectives stated in the TOR and project proposal have been met, while taking into account the produced outputs. 

8. Deviations / Proposal for changes in project implementation

For Inception (and Progress) Reports, proposed changes to and revisions of the project implementation (the Activity Plan) will be described here, if applicable. 

For all reports, deviations from the Activity Plan should be stated here. Likewise, preconditions that have not been met should also be mentioned.  

9. Sustainability

For Final Reports (and Progress Reports, if deemed appropriate), the expected sustainability of the project will be described, i.e. the extent to which the project recipient(s) are capable of continuing the activities enacted and benefiting from the project activities undertaken. Planned or anticipated work or initiatives, which the project recipient is expected to undertake in continuation of the project activities, will be described here.

10. Recommendations

Recommendations for further action to be pursued by the Project Recipient will be described here, as will the possible need for further donor assistance. 

11. Approval from project recipient  

The project recipient will approve and may comment the report submitted by the contractor.  

Place / date:

Signature:

Name:

INVOICING

All invoices presented to the Ministry of Foreign Affairs, whether final or presented during project implementation, must include a statement of accounts identical to the format outlined below. All invoices must include: full bank account details, approved Final Report, auditor’s statement, and total amount requested for payment. 

For larger projects, the submission of a mid-term invoice is possible (cf. Programme Guidelines, section 6.5). If a mid-term invoice is made during project implementation, on basis of delivered services and incurred expenses, the accounts will be inserted in the relevant column below.    

The invoice/accounts must always follow the structure of the approved budget, i.e. have entries or budget lines identical to the budget. 

STATEMENT OF ACCOUNTS
	
	Approved budget
	Mid-term invoice (if relevant)
	Final invoice
	Total accounts
	Remarks 

	Fees


	                                       
	                                 
	
	
	                                   

	International flights

Number of return flights

Cost per return flight

Local transport


	
	
	
	
	

	Hotel 

Daily allowances

Insurance


	
	
	
	
	

	Other expenses


	
	
	
	
	

	Auditing


	
	
	
	
	

	Ministry of Foreign Affairs Financing 

1. Total 
	
	
	
	
	

	Co-financing


	
	
	
	
	

	2. Total project costs

              
	
	
	
	
	


AUDITOR’S STATEMENT

Contractor:


Registration number:

Name of Project:

In my capacity as auditor for the above-mentioned company, I the undersigned certify that the attached accounts for:

For settlement DKK in total:

has been settled according to the Ministry of Foreign Affairs’ letter of commitment.

In connection with the auditing of accounts I have controlled:

· time consumption

· fee rates

· fee for settlement

· documentation for expenses

· expenses for settlement

· No remarks are made to the accounts

· The following remarks are made to the accounts

· Based upon my knowledge of the company and my assessment of the company’s internal procedures and control mechanisms, the audit is based on selected elements of the accounts.

__________

__________

___________

Place

Date

Company stamp

Auditors signature and stamp
















Bilag 3.1








� See Annex 1.2 for guidelines on the use of the Budget and Financing Plan 


�  Fixed pay is the normal fixed monthly pay of the employee� XE "Employee" � based on a working week of 37 hours (in Denmark) and full employment. The latest pay slip to be used as documentation for auditor and as a basis of calculation� XE "Calculations" �. If the consultant� XE "Consultant" � receives lower pay during work abroad, this lower pay shall be used. Persons not working with a company shall use Form 1b which shall be signed by the project manager� XE "Project Manager" �.





� Pension� XE "Pension" � paid by the enterprise� XE "Enterprise" � per month according to latest pay slip.





� Holiday allowances of the enterprise� XE "Enterprise" � are usually 1 per cent of pre-tax salary.





� Statutory contributions� XE "Statutory contribution" � per month as on 1 January 2000 are as follows:	Employer’s share of ATP� XE "ATP" �	DKK 	 149.10


      (updated every year 1 January)			ATP-compensation		DKK	 - 63.06


				AER		DKK	   96.67


				Financing contribution	DKK	   39.58


				Total		DKK	 222.29





     Compensation� XE "Compensation" � for AER is not included here as it is granted as a bonus� XE "Bonus" � to apprentices. (ATP� XE "ATP" �= Labour Market Supplementary Pension� XE "Pension" � Scheme. AER= Labour Market Apprentice Refunding Scheme.)  





� Benefits shall meet all conditions below simultaneously:


      1) The consultant� XE "Consultant" � receives the benefit,


      2) The Central Customs and Tax Administration shall consider the remuneration to be equal to pay 


      3) The value of the benefit shall be taxable as A-income and value-assessed nation-wide by Central Customs and Tax Administration


      4) Which appears with a fixed amount of the pay slip of the individual consultant� XE "Consultant" � each month of the year.





      Pay bonus� XE "Bonus" � dependent on profit (e.g. profit sharing by enterprise� XE "Enterprise" � or allocation of shares to employee� XE "Employee" �) cannot be included.





� Year of degree from university or similar degree documented by consultant� XE "Consultant" �'s signature on attached CV.





� Present year minus year of degree. 





� Seniority table� XE "Seniority table" � will be found in Schedule 1. 
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