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UNITED NATIONS

NGO HUMANITARIAN RESPONSE FUND FOR IRAQ

GUIDELINES

1.
Objective
The objective of the NGO Humanitarian Response fund for Iraq is to provide quick-disbursing funds for international and national NGOs to undertake activities covering humanitarian emergencies in Iraq in order to alleviate the suffering of the Iraqi population. It is not intended to respond to chronic social problems or other long-term development needs.
2.
TIMEFRAME

NGOs can access funds throughout the period 1 January 2006 to 31 December 2006. Pending the status of remaining funds at the end of year 2006, UNAMI may request an extension of the NGO Humanitarian Response Fund for Iraq for a further 6 months.

3.
Access to the fund
International and national NGOs may submit project proposals to UNAMI, for onward submission to OCHA. 

4.
STATEMENT OF PRINCIPLES

· Respect international standards for the provision and management of international assistance;

· Respond flexibly to locally identified emergency needs and meet gaps in ongoing assistance activities;

· Build capacity within, and promote linkages with national and local authorities and civil society organizations in policy development and administration, in analysis and in identification of needs, and in the formulation, management and monitoring of activities;

· Extend coverage of assistance activities to under-served areas, consistent with government priorities and existing knowledge of vulnerabilities in the country; and

· Encourage an equitable distribution of services and resources to vulnerable and marginalized groups.

5. 
the roles of the partners

NGOs:
· Submit applications to UNAMI for project funding;
· Sign a written MOU agreement with UNAMI and UNOCHA regarding approved projects;
· Facilitate the monitoring of projects in collaboration with UNAMI; and
· Submit narrative and financial reports to UNAMI and UNOCHA as described below (a final report will be required for the release of the final 20% of the budget -- in cases where the HC has approved the transfer of funds in two tranches of 80% / 20%).
UNAMI:
· Establish a Technical Review Committee (TRC), comprising staff from the Humanitarian Unit of UNAMI and up to 2 relevant UN agency staff, to review project proposals and ensure compliance with the NGO Humanitarian Response Fund. The TRC will make recommendations to the Humanitarian Coordinator for final approval/rejection of project proposal. The Humanitarian Coordinator has the overall authority on the use of the NGO Humanitarian Response Fund. The TRC will have 5 working days to make a recommendation on a project proposal to the Humanitarian Coordinator, and if necessary convene a meeting to resolve any discrepancies in the final decision-making process;
· UNAMI, in consultation with OCHA Headquarters in Geneva, will prepare an official MOU agreement upon approval of project. After the agreement is signed, UNAMI will request a transfer of funds in two tranches (first tranche being 80% of the total and the remaining 20% will be transferred upon receipt of a final report) from OCHA-Geneva to an accredited international bank account (exceptions for the 80% / 20% distribution will be made at the discretion of the Humanitarian Coordinator);
· Monitors projects through reports produced by the implementing partner and evaluation missions.
4.
Project proposal
A framework for the presentation of project proposals and budgets is presented in Attachment A and Attachment B.
5.
FUNDING

The NGO Humanitarian Response Fund will constitute an amount of US$600,000 (the Fund may be replenished pending a final accounting exercise).

In order to maximize the impact of the funds:

· Funding should cover project activities within a six-month period; In case of necessity, the NGO may request a no-cost extension; The request must be submitted to UNAMI at least 30 days prior to the Project planned ending date;
· The Technical Review Committee of UNAMI has the right to place limitations on the overall budgetary requirements of a project proposal;
· Funding is not to be used to purchase capital assets (such as vehicles, communication & office equipment) or to cover international travel expenses. Payment of staff/personnel and rental of equipment should be limited to the additional resources required by the NGO to implement the project;
· The maximum allowable administration cost of a project is to be no more than seven percent (7%) of the budget;
· Expenses within a budget line must not exceed the approved budget line by more than ten percent (10%) without the written approval of UNAMI and must be matched by equivalent decreases in other lines; 
· Personnel costs must not exceed the amount approved in the budget, and must not include the costs of regular international staff (funding for an international staff may be requested only if it is directly related to the implementation of the project );
· Budget lines for contingency expenses should not exceed five percent (5%) of the total project cost. Expenditures against this line must be fully justified. The NGO should   address a letter to UNAMI requesting authorization for using the budget line contingency expenses and justifying its use. In addition, it is necessary to explain in detail in the budget each component of the contingency expenses.
· A narrative budget for each budget line must be included.
7. APPLICATION FOR FUNDING
7.1 Applicant organisations must use the attached standard Project Proposal and Budget Format for project submissions.

8. PROJECT SELECTION

8.1 Comments on each proposal may be sought from relevant international organizations and individual NGOs, as well as Iraqi authorities with specific technical expertise, including both programme and administrative staff, prior to approval of the request. However the TRC will make the final recommendation for approval by the Humanitarian Coordinator. Project selection must ensure compliance to the principles of the Fund.

8.2 UNAMI will assess each activity on the basis of the following five selection criteria:

Criterion A - Extent to which objectives and focus contribute towards fund objective.

Criterion B - The capacity of the organisation.

Criterion C - The quality of project design.

Criterion D - Likelihood that benefits will be realised.

Criterion E - Value for money.

8.3 Proposals are appraised against selected criteria, using the following aid quality considerations:

5 BEST PRACTICE
It represents a situation where something over and above normal good aid practice has occurred, particularly when stated objectives for the project have been fully met. The key feature is that this project/program is suitable for presenting to UN/NGO worker as a model to follow.

4 FULLY SATISFACTORY
The project/program fully satisfies all UN/NGO requirements and there are only a few minor weaknesses in the project/program as a whole.

3 SATISFACTORY OVERALL
This is the lowest rating that satisfies UN/NGO requirements. However, this score usually means there can be weaknesses as well as strengths but that the weaknesses are not severe enough to threaten the project/program.

2 MARGINALLY SATISFACTORY
Indicates that the project/program has serious weaknesses although other aspects may be satisfactory. The main difference between a 2 and a 3 is that a 2 indicates that the weaknesses require early action if the project/program is to continue to progress.

1 WEAK

Indicates that the project/program is seriously deficient with respect to quality requirements. It also usually indicates that the problems are widespread throughout the project/program and that immediate and decisive action is needed to address them.

9. ACTIVITY MANAGEMENT REQUIREMENTS
9.1 Organisations undertaking activities funded through the NGO Fund will enter into an Memorandum of Understanding (MOU) for activities detailed in the project proposal. Any particular implementation, accountability, funding, reporting and evaluation requirements will be determined and recorded in the MOU. The NGO must advise UNAMI of any significant proposed changes to an activity or budget (i.e. a change of 10% in the main budget lines) and seek UNAMI agreement to such changes one month in advance.  UNAMI reserves the right to disallow such changes.

9.2 UNAMI has the right to monitor, review and/or evaluate activities funded under the NGO Fund as a basis for assessing the Project. This would be undertaken in consultation with relevant organisations.

9.3 The NGO will be responsible for field monitoring of activities. Field monitoring will not normally be undertaken by UNAMI, but may occur at UNAMI’s discretion.

10. REPORTING REQUIREMENTS
10.2 A Project Interim Report may be required quarterly if interventions exceed 6 months.

10.1 A Final Audited Report is required following the completion of each project to enable the release of the remaining 20% of the balance and should be forwarded to OCHA Geneva for review. The format should include a financial report signed by an authorized representative of the agency acquitting expenditure by line item against the acquittal lines shown in bold in the approved budget in the Project Proposal.  Final audited narrative and financial reports must be submitted within 30 days of the end of the project. 

10.3 The dates when reports are required will be specified in the MOU.

11. FURTHER INFORMATION
Any queries on the Facility can be directed to:

Lina Sunna (sunna@un.org) or Farhad Movahed (movahed@un.org)

United Nations Assistance Mission for Iraq (UNAMI)

Amman, Jordan  

ATTACHMENT A


UNITED NATIONS

NGO HUMANITARIAN RESPONSE FUND FOR IRAQ 

PROJECT PROPOSAL

1. General Information

Contact Details:


Name, address, tel/fax, email
Mission Statement of the organisation:


2. Project Summary

Project Title:





Organization:
Implementing organization (identify partners, if applicable)

Project Manager:




Location of Project:


Municipality, Province

Duration:



(Start date to end date)

Sector of Intervention:



Targeted Population:




Total Project budget:


US$

Total funds requested from 

UNOCHA to UNAMI:


US$

Other funding sources:
Specify the source and amount of funding received as well as in kind contributions

3. Context

This section should include brief profiles of the proposed project area (including a brief description of past and current activities in the proposed sector of intervention and the current security situation) and the targeted population (number, status -IDP, resident- gender and age, current location -camp, transit center, with residents-). Linkages with other projects in the area of intervention should also be briefly described, in particular to underline complementarity with other actors in geographic areas – so as to ensure non-duplication and adequate coordination.

A. Problem Statement

This section should provide sufficient information to determine the priority of the intervention(s) and the critical needs of the target population. A brief analysis of the situation should be provided, including previous efforts made to address the problem. Indicate dates, sources of information and describe the most critical needs identified. 

4. Project Description

A. Objectives and Indicators
The objectives must be measurable and realistic. The project proposal must include the OBJECTIVE of the project, followed by a MEASURABLE INDICATOR (expected results) and indicating the IMPACT the project will have. 

Project objectives must be SMART: Specific, to avoid differing interpretations; Measurable, to allow monitoring and evaluation; Appropriate to the problem statement; Realistic and able to achieve; Timebound indicating a specific period of time during which the results will be achieved.

B. Implementation Plan
This section should indicate clearly the human resources, equipment and commodities required for project implementation. (These costs should be broken down by line items in the budget section).

If any project partners are identified, describe their roles and responsibilities in relation to the proposed project. Linkages with local government plans or structures should be explained.

Any anticipated constraints (financial, logistics, security etc.) affecting the implementation of the project should be explained.

A work plan matrix with a timeframe for each activity should be included. (Annex B)

5. Monitoring

This section should describe a plan to monitor and evaluate the project using measurable indicators as stated in the project proposal as benchmarks. The methodology used to monitor the project should be explained. Progress and final reports should include the results of monitoring and evaluation exercises conducted during the project period.

6. Budget

See Attachment B.

ATTACHMENT B


UNITED NATIONS

NGO HUMANITARIAN RESPONSE FUND FOR IRAQ

BUDGET FORMAT

1. Personnel (should be listed by functions, e.g. Field Manager)

· International staff

· Local staff

2. Project Inputs (for beneficiaries; should be listed by item)

· Type of Items (expendable / non-expendable, food / non-food etc.)

3. NGO Administration/Operation Support Costs (should be listed by item)
· Stationary and office materials

· Rental

· Communications

· Utilities

· External financial audit fees

4. Transport and storage costs
· Rental of vehicles or running costs of NGO owned vehicles

· Freight and other transportation costs

· Storage costs

Sub-total

5. NGO Head Office Administrative Costs (if applicable) (a maximum of 7% of the sub-total)
6. Contingency (a maximum of 5% of the sub-total)
Grand Total

	Example of Budget Summary Sheet (USD)
	
	
	
	
	

	
	
	
	
	
	
	

	Name of NGO:
	
	
	
	
	
	

	Project Title:
	
	
	
	
	
	

	Project implementation period:
	
	
	
	
	
	

	
	
	
	
	
	
	

	 
	No. of Units
	Unit Cost
	No. Months
	Total
	NGO contribution
	OCHA contribution

	Personnel (should be direct programme staff listed by functions, e.g. Field Manager)
	 
	 
	 
	 
	 
	 

	International Staff
	 
	 
	 
	 
	 
	 

	Local Staff
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	Project Inputs (for beneficiaries; should be listed by item)
	 
	 
	 
	 
	 
	 

	Type of Items
	 
	 
	 
	 
	 
	 

	(expendable / non-expendable, food / non-food etc..)
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	NGO Administration/Operation Support Costs (should be listed by item)
	 
	 
	 
	 
	 
	 

	Stationary and office materials
	 
	 
	 
	 
	 
	 

	Rental
	 
	 
	 
	 
	 
	 

	Communications
	 
	 
	 
	 
	 
	 

	Utilities
	 
	 
	 
	 
	 
	 

	External financial audit fees
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	

	Transport and storage costs
	 
	 
	 
	 
	 
	 

	Rental of vehicles or running costs of NGO owned vehicles
	 
	 
	 
	 
	 
	 

	Freight and other transportation costs
	 
	 
	 
	 
	 
	 

	Storage costs
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	Sub-total
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	NGO Head Office Administrative Costs (if applicable) (a maximum of 7% of the sub-total)
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	Contingency (a maximum of 5% of the sub-total)
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	Grand Total (USD)
	 
	 
	 
	 
	 
	 


ATTACHMENT C


UNITED NATIONS

NGO HUMANITARIAN RESPONSE FUND FOR IRAQ

TECHNICAL REVIEW COMMITTEE

TERMS OF REFERENCE

The Technical Review Committee (TRC) is formed as an advisory and technical body to analyse and endorse proposals submitted from NGOs for funding through the NGO HUMANITARIAN RESPONSE FUND FOR IRAQ – managed jointly by OCHA and UNAMI, in support of the Humanitarian Coordinator.

1. The task of the TRC will be to analyse the feasibility and relevance of proposed projects and offer technical recommendations in accordance with the Guidelines.

2. The TRC will comprise at least one representative and one alternate from UNAMI and an operational UN agency. The Humanitarian Coordinator for Iraq, or designate, will chair TRC meetings and will provide the secretariat support for the Committee. UNAMI will administer the Programme.

3. UNAMI will receive project proposals from NGOs and will distribute the proposals, together with recommendations for approval or disapproval, by e-mail to TRC members. The TRC members will respond to UNAMI within two working days, indicating whether or not they agree with the recommendations.

4. In case one or several TRC members do not agree with UNAMI’s recommendation on a project proposal, UNAMI will convene a TRC meeting and seek to achieve consensus at that meeting. If required, the TRC could invite an NGO representative to a meeting to receive a briefing and clarification as appropriate. However, an NGO representative cannot participate in the actual discussions on funding decisions.

5. The outcome of the consultation process will be presented to the Humanitarian Coordinator for Iraq for resolution/endorsement.

6. Ad hoc meetings of the TRC will be held to review progress of the Programme and the implementation of approved projects as necessary.

7. Each participating Agency/office will ensure a continuous representation on the TRC in order to facilitate quick responses. In the event an Agency is not represented, either by an alternate or fails to respond to consultations with the given deadlines, it will be assumed as consenting with unanimous decisions taken by the other TRC members.
ATTACHMENT D
MEMORANDUM OF UNDERSTANDING

BETWEEN

[NAME OF NGO]

AND

THE UNITED NATIONS

OFFICE FOR THE COORDINATION OF HUMANITARIAN AFFAIRS

Whereas the United Nations Office for the Coordination of Humanitarian Affairs (hereinafter referred to as “OCHA”) and [name of the non-governmental organization] (hereinafter referred to as "the Agency”) are committed to the objectives and principles of humanitarian assistance, and share the vision of the UN Charter.

Whereas OCHA has been entrusted by its donors with certain extra-budgetary resources, available under the NGO Humanitarian Response Fund for Iraq  (sub-account for Iraq), that can be allocated for emergency relief and response activities; is accountable to its donors for the proper management of these funds; and can, in accordance with the UN Financial Regulations and Rules and the UN policies as stipulated by the General Assembly and the Secretary-General, make available such resources for emergency relief activities;

Whereas the Agency is apolitical and not profit‑making, has demonstrated the capacity required to implement the activities involved in this Agreement, and has agreed that they shall be undertaken without discrimination, direct or indirect, because of race, ethnicity, religion or creed, status of nationality or political belief, gender, handicapped status, or any other circumstances; 

Now, therefore, on the basis of mutual trust and in a spirit of friendly cooperation, the Agency and OCHA have entered into the present Agreement (hereinafter referred to as “the Agreement”).

Article I. Duration of Present Agreement
1. The terms of the present Agreement shall commence upon signature by both parties and expire on [date of end of the agreement] unless earlier terminated in accordance with article XIII hereto, or extended in accordance with article XVII hereto.

Article II. General Responsibilities of the Parties

1.
The Agency shall, with due diligence and efficiency, implement the project described in “Attachment A” hereto (hereinafter referred to as “the Project”) and ensure that the funds  provided by OCHA are only used for this purpose. 

2. The Parties agree to carry out their respective responsibilities in accordance with the provisions of the present Agreement. 

3.
The Parties shall keep each other informed of all activities pertaining to the Project and shall consult regularly on the status of its implementation.  The Agency shall facilitate visits by OCHA or any other person duly authorized in writing by OCHA to the Project site(s) to review the progress and achievement of the Project during its period of implementation and thereafter.

Article III. Copyrights, Patents and Other Proprietary Rights

1.
Unless otherwise agreed upon in writing, OCHA shall be entitled to all intellectual property and other proprietary rights, including but not limited to patents, copyrights, and trademarks, with regard to maps, drawings, photographs, plans, reports, documents, products and all other materials which bear a direct relation to or are produced or prepared or collected in consequence of or in the course of the execution of the present Agreement.  

2. All decisions regarding publication with regard to products or documents and other materials which bear a direct relation to or are produced or prepared or collected in consequence of or in the course of the execution of the present Agreement shall be made by OCHA in accordance with its sectoral policy on information management for emergency relief assistance. In the event that OCHA authorizes the Agency to publish articles or results of studies based on the activities financed by the Fund, the Agency shall furnish OCHA with a copy of the proposed publication for the UN’s approval, in each case, before publication.  The Agency shall secure a copyright of such publication in the name of the UN.

3. The Agency may not communicate at any time to any other person, Government or authority external to the UN, any information known to it by reason of its association with OCHA which has not been made public except with the authorization of OCHA.  In any event, such information shall not be used for individual advantage or profit.  

4.
The Agency may only use the name and emblem of OCHA in direct connection with the Project and subject to prior written consent of the UN.

Article IV. Personnel Requirement

1.
The Agency shall be fully responsible for all services performed by its Personnel.  The Agency shall ensure that all relevant labour laws are observed and shall provide and thereafter maintain all appropriate medical and life insurance for its Personnel in connection with the Agreement.

2.
The Agency shall ensure that its Personnel meet the highest standards of qualification and technical and professional competence necessary for the achievement of the Project Objectives.  

4. The Agency’s Personnel shall not be considered in any respect as being the employees or agents of OCHA.  OCHA does not accept any liability for claims arising out of the activities performed under the present Agreement, or any claims for death, bodily injury, disability, damage to property or other hazards that may be suffered by the Agency’s Personnel as a result of their work pertaining to the Project. 

Article V. Supplies, Equipment, Materials and Procurement

1.
All non-expendable equipment furnished or financed by OCHA shall remain the property of OCHA and shall be returned by the Agency to OCHA within thirty (30) days of the completion of the Project or the expiration or termination of the present Agreement, whichever is first to occur, unless otherwise agreed upon between the Parties.  Non-expendable equipment is defined as an item, which has a purchase price of US$1,500 or more, or the equivalent in local currency at the United Nations official rate of exchange on the date of purchase, and with an anticipated serviceable life of at least five years. 

2.
The Agency shall be responsible for the proper custody, maintenance and care of all non-expendable equipment during Project implementation and prior to its return to OCHA.  During implementation of the Project, the Agency shall, for the protection of such non-expendable equipment, obtain insurance pursuant to Article VI below in such amounts as may be agreed upon between the Parties and incorporated in the Project Budget.  

3.
OCHA may place on the supplies, equipment and other materials it furnishes or finances such markings as will be necessary to identify them as being provided by OCHA.

4.
In cases of damage, theft or other losses of supplies, equipment and other materials furnished or financed by OCHA, the Agency shall provide OCHA with a comprehensive report, including police report, where appropriate, and any other evidence giving full details of the events leading to the loss of the supplies, equipment and other materials.  After becoming aware of damage, theft or other losses of supplies, equipment and other materials, the Agency shall use its best efforts to seek recovery under the applicable insurance.

5.
The Agency shall ensure that its procedures for awarding contracts and for the purchase or hire of goods, equipment, other commodities and services under the present Agreement safeguard the principles of highest quality, economy and efficiency, and that the placing of orders shall be based on an assessment of competitive quotations, bids, or proposals, unless otherwise agreed to by OCHA. 

6.
OCHA shall make every effort to assist the Agency clearing all supplies, equipment and other materials through customs at places of entry into the country(ies) where the Project is to take place.

7.
The Agency shall maintain complete and accurate records of supplies, equipment and other materials purchased with the funds made available by OCHA and shall take periodic physical inventories.  The Agency shall provide OCHA annually with the inventory of such supplies, equipment and other materials, and at such time and in such form as OCHA may request.

Article VI. Insurance and Liabilities to Third Parties

1.
The Agency shall provide and thereafter maintain insurance against all risks in respect of its property and any equipment used for the implementation of the Project under the Agreement. 

2.
The Agency shall provide and thereafter maintain all appropriate workmen's compensation insurance, or its equivalent, with respect to its Personnel to cover claims for personal injury or death in connection with the Agreement. 

3.
The Agency shall also provide and thereafter maintain liability insurance in an adequate amount to cover third party claims for death or bodily injury, or loss of or damage to property, arising from or in connection with the provision of services under the Agreement or the operation of any vehicles, boats, airplanes or other equipment owned or leased by the Agency or its Personnel performing work or services in connection with the Agreement. The Agency shall provide and thereafter maintain all other types of insurance and in such amounts as may be agreed upon between the Parties and incorporated in the Project Budget.

4.
Except for the workmen's compensation insurance, the insurance policies under this Article shall: 

a. Name OCHA as additional insured; 

b. Include a waiver of subrogation of the Agency’s rights to the insurance carrier against OCHA; 

c. Provide that OCHA shall receive thirty (30) days written notice from the insurers prior to any cancellation or change of coverage. 

5.
The Agency shall, prior to the start of the Agreement, provide OCHA with satisfactory evidence of the insurance required under this Article.

6.
All insurance required under this Article shall be obtained through insurers reasonably satisfactory to OCHA.  All policies shall be primary without right of contribution from any other insurance which may be carried by OCHA.

Article VII. Financial and Operational Arrangements

1.
The Project Budget for the proposed activities submitted by the Agency requests resources (hereinafter referred to as “the Fund”) up to the maximum amount of US$XXX,XXX for the duration of the Agreement.  

2.
Funding to support this project will be released to the Agency in instalments as follows: a first instalment (80%) of US$XXX,XXX will be released within 10 working days following the signing of the Agreement. Any subsequent instalments will be released when final substantive and audited financial reports and other agreed upon documentation, as referenced in Articles IX and X, below, have been submitted to and accepted by OCHA as showing satisfactory management and use of the Fund. Such additional funding is not guaranteed under the terms of this agreement.  

3.
All instalments to be released under the present Agreement shall be made to the following bank and account:

[Bank name] [Bank address]

[Account number]  [Account title]

4.
Interest will be apportioned annually to the undisbursed balance of funds, which have been received in accordance with paragraph 2 above.   The Agency shall keep at the UN’s disposal any interest accrued on the undisbursed balance of funds received according to paragraph 2 above.  Its use will be subject to OCHA approval.
5.
The Agency shall be authorized to make variations not exceeding ten (10) per cent on any one line item of the Project Budget, provided that the total Project Budget allocated by OCHA is not exceeded.  Any variations exceeding ten (10) per cent on any one line item that may be necessary for the proper and successful implementation of the Project shall be subject to prior consultations with and approval in writing by OCHA.  OCHA shall not be liable for any expenditure incurred in excess of its contribution as specified in this Agreement.

6.
Any portion of the Fund that is unspent, as well as any unused interest accrued on the undisbursed balance of funds received according to paragraph 2 above, shall be returned to OCHA within thirty (30) days of the expiration or termination of the present Agreement or the completion of the Project, whichever is first to occur.  

7.
In the event that the Agency receives additional funding for the same purpose in the country(ies) where the Project takes place from any source other than OCHA, the Agency shall immediately advise OCHA of the following: source of funding;  amount of funding; activities covered by the additional funding or intended application of the additional funds; and period that the additional funding is intended to cover (i.e. start and end dates of the funding if applicable.

Article VIII. Maintenance of Records

1.
The Agency shall collect and keep readily accessible information and documentation on the progress implementation of the Project and the use made of the Fund. To this end, the Agency shall maintain separate accounts recording all receipts and expenditure under this Project relating to the Fund and ensure that any obligations entered into and all disbursements made are satisfactorily documented. For each payment a voucher shall be established showing the Project symbol, the name of the payee, the amount, purpose and date of disbursement. Bills, invoices, receipts and such other documentation pertinent to the transaction will be attached to the voucher in support thereof. These vouchers and the supporting documentation will be systematically filed in dossiers specifically established to house project financial documentation.

2. Upon expiration or termination of the Agreement, the Agency shall maintain the records for a period of at least five (5) years, unless otherwise agreed upon between the Parties.  Original receipts for all financial transactions will be forwarded by the partner to UNAMI/ OCHA at the end of the project period, while the Agency will be required to keep copies thereof.

Article IX. Substantive Report
1.
In the case that the project extends beyond six months, the Agency shall submit to OCHA [quarterly] interim substantive reports detailing achievements, constraints and impact with regard to the utilization of the Fund for the Project.  When the Fund provided by OCHA is mixed with funds from other sources, the interim substantive reports shall describe how and to what extent the Fund was used in the context of the overall contributions to the Project.

2.
The Agency shall submit to OCHA a final substantive report detailing achievements, constrains, and impact with regard to the utilization of the Fund for the Project within one month of the completion of the Project or the expiration or termination of the present Agreement, whichever is first to occur. A final report may be required for the release of the final tranche of the budget. As with the interim substantive reports, the final substantive report shall describe how and to what extent the Fund was used in the context of the overall contributions to the Project.

Article X. Financial Report

1.
The Agency shall submit interim financial reports quarterly in the case the project is extended beyond six months.  Financial information shall be provided in the following categories:

(a) Amount received; (b) Personnel costs; (c) Travel; (d) Contractual services; (e) Operational expenses; (f) Acquisitions; (g) Fellowships, Grants and other; (h) Sub-total; (i) Project support costs; and (j) Total expenditure.

2.
In the event the project extends beyond the end of a calendar year, the Agency shall submit an end-of-year financial statement reflecting expenditures between 1 January and 31 December of the reporting year until such time as the completion of the Project or the expiration or termination of the Agreement, whichever is to occur later.  The end-of-year financial statement shall be submitted within 30 days after the end of each calendar year and, if requested, shall be certified by a qualified auditor. It shall list the amounts received and expended utilizing the standard form “Financial Statement on Income and Expenditures from Funds Allocated from the NGO Emergency Response Micro-Grant Funding Facility for Iraq (sub-account for Iraq)”, attached hereto in Annex. 

3.
Within one (1) month of the completion of the Project or the expiration or termination of the present Agreement, whichever is first to occur, the Agency shall submit to OCHA a “Semi-Final Financial Utilization Report on Income and Expenditures from Funds Allocated from the NGO Emergency Response Micro-Grant Funding Facility for Iraq (sub-account for Iraq)”.  

4.
Within three (3) months of the completion of the Project or the expiration or termination of the present Agreement, whichever is first to occur, the Agency shall submit to OCHA a “Final Financial Utilization Report on Income and Expenditures from Funds Allocated from the NGO Emergency Response Micro-Grant Funding Facility for Iraq (sub-account for Iraq)”.  This Final Financial Statement shall be certified by a qualified external auditor.  Costs of certification of Statements of Accounts can be charged as part of the 7% administrative cost included in the project budget.

Article XI. Audit Requirements

1.
The Project shall be audited at least once during its lifetime, and may be audited annually, in consultation between the Parties.  The audit shall be carried out by the auditors of a qualified external audit firm, which shall produce an audit report.  The Agency shall be responsible for payment of any amount, as incorporated in the Project Budget, representing any fees, expenses or financial costs in connection with such audit.  Costs of audits can be charged as part of the 7% administrative costs included in the project budget or they can be included under a separate budget line in the project cost plan.

2.
Notwithstanding the above, OCHA shall have the right, at its own expense, to audit or review such Project‑related books and records as it may require, and have access to the books and record of the Agency, as necessary.

Article XII. Responsibility for Claims

1.
The Agency shall indemnify, hold and save harmless, and defend, at its own expense, OCHA, its officials, agents, servants and employees from and against all suits, claims, demands, and liability of any nature or kind, including their costs and expenses, arising out of acts or omissions of the Agency, or the Agency's Personnel, in the performance of the Agreement.  This provision shall extend, inter alia, to claims and liability in the nature of workmen's compensation, products liability and liability arising out of the use of patented inventions or devices, copyrighted material or other intellectual property by the Agency or its Personnel.  The obligations under this paragraph do not lapse upon expiration or termination of the Agreement.

2. The Agency shall be responsible for and deal with all claims brought against it by its Personnel.

Article XIII. Suspension and Early Termination

1.
The Parties hereto recognize that the successful completion and accomplishment of the Project Objectives are of paramount importance, and that OCHA may find it necessary to terminate the Project, or to modify the arrangements for execution of the Project, should circumstances arise which jeopardize successful completion or the accomplishment of the Project Objectives.  The provisions of the present Article shall apply to any such situation.

2.
OCHA shall consult with the Agency if any circumstance arises that, in the judgment of OCHA, interferes or threatens to interfere with the successful completion of the Project or the accomplishment of the Project Objectives. The Agency shall promptly inform OCHA in writing of any such circumstance that might come to the Agency’s attention.  The Parties shall cooperate towards the rectification or elimination of the circumstance in question and shall exert all reasonable efforts to that end, including prompt corrective steps by the Agency, where such circumstances are attributable to it or within its responsibility or control.  If applicable, the Parties shall also cooperate in assessing the consequences of possible termination of the Project on the target beneficiaries of the Project.

3.
OCHA may at any time after occurrence of the circumstance in question and appropriate consultations suspend execution of the Project by written notice to the Agency, without prejudice to the initiation or continuation of any of the measures envisaged in paragraph 2, above, of the present Article.  OCHA may indicate to the Agency the conditions under which it is prepared to authorize a resumption of execution of the Project.

4.
If the cause of suspension is not rectified or eliminated within fourteen (14) days after OCHA has given notice of suspension to the Agency, OCHA may, by written notice at any time thereafter during the continuation of such cause: (a) terminate the Agreement; or (b) terminate the Project and entrust its execution to another organization.  The effective date of termination under the provisions of the present paragraph shall be specified by written notice from OCHA.  In the event of transfer of the Agency’s responsibilities for execution of a Project to another organization, the Agency shall cooperate with OCHA and the other organization in the orderly transfer of such responsibilities.

5.
Upon receipt of a notice of termination by OCHA under the present Article, the Agency shall take immediate steps to terminate activities under the present Agreement, in a prompt and orderly manner, so as to minimize losses and further expenditures.  The Agency shall undertake no forward commitments and shall return to OCHA, within thirty (30) days, any portion of the Fund that is unspent, supplies, equipment and other materials provided by OCHA, unless OCHA has agreed otherwise in writing.

6.
In the event of any termination under the present Article, OCHA shall reimburse the Agency only for the costs incurred to execute the Project in conformity with the express terms of the present Agreement.  Reimbursements to the Agency under this provision, when added to amounts previously remitted to it by OCHA in respect of the Project, shall not exceed the total OCHA allocation for the Project.

Article XIV. Arbitration

1.
The Parties shall use their best efforts to settle amicably any dispute, controversy or claim arising out of the Agreement or the breach, termination or invalidity thereof.  Where the Parties wish to seek such an amicable settlement through conciliation, the conciliation shall take place in accordance with the UNCITRAL Conciliation Rules then obtaining, or according to such other procedure as may be agreed between the Parties. 

2.
Any dispute, controversy or claim between the Parties arising out of the Agreement or the breach, termination or invalidity thereof, unless settled amicably under paragraph 1 of this Article within sixty (60) days after receipt by one Party of the other Party's request for such amicable settlement, shall be referred by either Party to arbitration in accordance with the UNCITRAL Arbitration Rules then obtaining.  The arbitral tribunal shall have no authority to award punitive damages.  In addition, unless otherwise expressly provided in the Agreement, the arbitral tribunal shall have no authority to award interest in excess of [five (5%)] percent, and any such interest shall be simple interest only.  The parties shall be bound by any arbitration award rendered as a result of such arbitration as the final adjudication of any such controversy, claim or dispute.

3. No claim or dispute arising out of the Agreement shall be made against OCHA by the Agency unless and to the extent such claim or dispute shall have been asserted in writing, in accordance with Article XVIII below, not later than the earlier of two (2) years from the expiration or termination of the Agreement or the occurrence of loss, damage or injury giving rise to such claim or dispute.

4. The primary language of business for all grants will be English, and in case of any translation related disputes, the English version of any document will take precedence.

Article XV. Privileges and Immunities

Nothing in or related to the present Agreement shall be deemed a waiver, express or implied, of any of the privileges and immunities of the UN, including its subsidiary organs.

Article XVI. Tax Exemption

1.
Section 7 of the Convention on the Privileges and Immunities of the United Nations provides, inter alia, that the UN, including its subsidiary organs, is exempt from all direct taxes, except charges for public utility services, and is exempt from customs duties and charges of a similar nature in respect of articles imported or exported for its official use.  In the event any governmental authority refuses to recognize the UN exemption from such taxes, duties or charges, the Agency shall immediately consult with OCHA to determine a mutually acceptable procedure. 

2.
Accordingly, the Agency shall be responsible for any amount representing such taxes, duties or charges, unless the Agency has consulted with OCHA before the payment thereof and OCHA has, in each instance, specifically authorized the Agency to pay such taxes, duties or charges under protest.  In that event, the Agency shall provide OCHA with written evidence that payment of such taxes, duties or charges has been made and appropriately authorized.

Article XVII. Amendments

The present Agreement or its Annex(es) may be modified or amended only by written agreement between the Parties.

Article XVIII. Correspondence
Unless otherwise specified in the Agreement, all notices and other communications required or contemplated under the present Agreement shall be given in writing and addressed and delivered to the Party for whom intended at the address shown below or such other address as the intended recipient may from time-to-time designate by written notice, given in accordance with the terms of this Article.

If to OCHA:

[Address]

[Fax]
If to the Agency

[Address]

[Fax]

IN WITNESS WHEREOF the undersigned, being duly authorized thereto, have on behalf of the Parties hereto signed the present Agreement at the place and on the day below written.

For the Agency

For OCHA

Signature:
Signature:

Name:
Name:

Title:


Title:

Place:


Place:

Date:

Date

Annex 1

“Financial Statement on Income and Expenditures from Funds Received from the 

NGO Humanitarian Response Fund for Iraq 

(sub-account for Iraq)” - for the period  _________ to __________,

Ref.: Project # ____________
(United States Dollars)

1. OPERATING FUND


Balance available 1 January 200_


Add: 

· Remittances from United Nations

· Interest income

· Miscellaneous income (specify)                                        
   




Subtotal                                          
_____________



Less: Expenditure a/

· Staff and other personnel costs

· Travel on official business

· Contractual services

· Operating expenses

· Acquisitions

· Fellowships, grants, other                                                     

          Total expenditure b/ 


                               
_____________

Balance available 31 December 200_                             


_____________

2. STATEMENT OF UNSPENT ALLOCATIONS  a/

 
Unspent allocations 1 January 200_


Add: Net allocations issued for 200_                                              
_____________ 






Subtotal                                          
_____________ 


Less:  Expenditure in 200_                                                              
_____________


Unspent allocations 31 December 200_                              

_____________

a/ See attached supporting schedule giving breakdown of unspent allocations and expenditure by project and by object of expenditure.

b/ Includes unliquidated obligations of  US$______________


This is to certify that the above statement of income and expenditure is correct and that the expenditure was incurred in connexion with the approved projects for which allocations have been received.

Annex 2: WAIVER OF SUBROGATION OF (NGO’s name) RIGHTS TO THE INSURANCE CARRIER AGAINST OCHA

____NGO name_______ agrees to purchase insurance for any of the materials, equipment, human resources or services procured through the Fund provided by the UN OCHA and shall indemnify and hold OCHA harmless for any claims arising in connection with any materials, equipment, human resources or services procured under this Grant.

Date:                                                                                     Signature

