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WORK PROGRAMME
1.1. Introduction
This section is intended to put the start-up programme-estimate activities in their context and describe their purpose.
As background, give a short summary of the project objectives and purpose with reference to the financing agreement concerned and describe the general context and proposed operations.
The sole purpose of the start-up programme estimate is to prepare for the project's first operational programme estimate.
The preparation tasks mainly involve:
· drawing up the logical framework;
· preparing the detailed work programme;
· drawing up the provisional implementation timetable;
· preparing the detailed budget and financing plan;
· drawing up the technical and administrative implementing arrangements.
These tasks will be carried out on the basis, inter alia, of:
· consultations with the national (or regional) authorities concerned, the delegation of the European Commission and any parties involved at various stages of project implementation;
· reference documents and preliminary studies carried out at the project  formulation stage.
1.2. Activities
Describe here the activities that will be implemented under the start-up programme estimate.
The activities to be implemented under this programme estimate to prepare for the first operational programme estimate are:
1.   …………………………………………………………………………

2.   …………………………………………………………………………

3.   …………………………………………………………………………

1.3. Implementation
This part describes the material and human means needed to carry out the start-up programme estimate, plus relevant details of internal organisation and the conduct of activities.
1.3.1. Material and non-material means
Describe here the material and non-material means that will be used to implement the programme estimate. Account for the means required for each activity.
1.3.2. Organisation
Indicate:
· The contracting authority, which will be the relevant representative of the beneficiary country(ies)/National (or Regional) Authorising Officer;
· Where appropriate, the project supervisor.
1.3.3. Special conditions
Mention any conditions to be met or any accompanying measure to be taken prior to or during the project by the government or the supervisory authority. Set out a timetable for these measures.
2. BUDGET AND FINANCING PLAN
Since the sole purpose of the start-up programme estimate is to finance during a limited period of time the setup costs of the project and of the activities needed to draw up the first operational programme estimate, the budget should not make as a rule provision for investments or contingencies. However, if needed, provision for investments should be of a minor amount.
The budget given below for this programme estimate summarises the estimated costs of implementing the programme estimate without giving a detailed breakdown.
The detailed estimate of costs (detailed budget) is attached at Annex (...) to this programme estimate. It should be presented in the form of detailed tables backed up by calculation notes.
The table below shows the estimate of all the expenditure planned under the programme estimate (by activity, investment costs, if applicable, and operating costs), broken down according to each donor's contribution.
The titles and breakdown of specific activities and other expenditure in the table below are given by way of example. You may usefully refer to instructions for drawing up a budget in the example for an operational programme estimate at Annex 4 to this practical guide. 

	 
	Activities and other costs
	EDF/EU contribution
Imprest commitment
	EDF/EU contribution
Specific commitments
	Contribution of the beneficiary country
	Other contributions
	TOTAL

	1.
	Activities
	
	
	
	
	

	1.1
	Activity 1
	
	
	
	
	

	1.2
	Activity 2
	
	
	
	
	

	1.3
	Activity 3
	
	
	
	
	

	
	Subtotal
	
	
	
	
	

	2.
	Investment costs
	
	
	
	
	

	2.1
	Equipment
	
	
	
	
	

	2.2
	Supplies
	
	
	
	
	

	
	Subtotal
	
	
	
	
	

	3.
	Operating costs
	
	
	
	
	

	3.1
	Staff costs
	
	
	
	
	

	3.2
	Office rental
	
	
	
	
	

	3.3
	Office operating costs
	
	
	
	
	

	3.4
	Vehicle operating costs
	
	
	
	
	

	
	Subtotal
	
	
	
	
	

	4.
	Bank charges and exchanges differences
	
	
	
	
	

	
	
	
	
	
	
	

	
	TOTAL
	
	
	
	
	


3. TECHNICAL AND ADMINISTRATIVE IMPLEMENTING ARRANGEMENTS
	The technical and administrative implementing arrangements of this programme estimate must comply with the rules and procedures set out in the annexed “Practical guide to procedures for programme estimates (project approach)”.


This section gives more detailed and additional information on some of the arrangements for this programme estimate.
3.1. Management structure
In case of direct decentralised operations:
Under the provisions of the corresponding financing agreement, the project has technical and financial autonomy to manage the resources allocated to it for the imprest component of the budget of this programme estimate.
The imprest component of the budget of this programme estimate will be implemented by the imprest administrator and imprest accounting officer named below.
In case of public indirect decentralised operations:
Under the provisions of the corresponding financing agreement and of the corresponding delegation agreement, the project is managed and implemented by the following body: ………....................................................................... (specify).
The imprest component of the budget of this programme estimate will be implemented by that body.
If applicable, set out the role and specific responsibilities of the body (a) in the phases prior to award of contracts and grants financed from specific individual financial/budgetary commitments and (b) in supervising their implementation.
In case of private indirect decentralised operations (EDF only):
Under the provisions of the corresponding financing agreement and of the corresponding service contract, the project is managed and implemented by the following body: ………............................................................................. (specify).
The imprest component of the budget of this programme estimate will be implemented by that body.
If applicable, set out the role and specific responsibilities of the body (a) in the phases prior to award of contracts and grants financed from specific individual financial/budgetary commitments and (b) in supervising their implementation.
3.2. Imprest administrator and imprest accounting officer
In case of direct decentralised operations:
For implementation of the imprest component of the budget of this programme estimate, the relevant representative of the beneficiary country(ies)/National (or Regional) Authorising Officer partially delegates his/her powers to the imprest administrator and imprest accounting officer designated below.
 In case of indirect decentralised operations:
For implementation of the imprest component of the budget of this programme estimate, the relevant representative of the beneficiary country(ies)/National (or Regional) Authorising Officer partially delegates his/her powers to the body designated in previous section. To this end the body authorises the imprest administrator and imprest accounting officer designated below to act in its name.
In all cases: 

This partial delegation of powers is conditional upon:
· strict observance of the rules and procedures set out in the “Practical guide to procedures for programme estimates (project approach)” and in this programme estimate;
· deposit of the authorised signatures of the imprest administrator and imprest accounting officer (and of any deputies);
· the opening of an bank account, that require(s) two signatures, that of the imprest administrator and that of the imprest accounting officer.
The designated imprest administrator is: (name and position) …………………….
The designated imprest accounting officer is: (name and position) ……………...
The substitute imprest administrator and substitute imprest accounting officer should be designated in the same way.
The tasks and responsibilities of the imprest administrator and imprest accounting officer are described in this Practical guide. Any additional tasks expected of them in the course of the programme estimate implementation should be mentioned here.
3.3. Period covered
The period covered by this programme estimate runs from ………………………
 to ………………………, i.e. …… months.
Payments under the imprest component of the budget of this programme estimate can only be made for expenditure linked to activities properly scheduled during this period.
No further expenditure may be committed after the end of this period. Only certain management transactions
 relating to the closure of the imprest component of the budget of this programme estimate may be carried out after this date.
Expenditure paid and/or committed before the date on which this programme estimate is endorsed by the Head of Delegation will, on no account, be covered by the EDF/Budget.
3.4. Amount of the imprest component of the budget of the programme estimate
The total amount of the imprest component of the budget of this programme estimate is:
(National currency)… … … …… …… …… …… ………………………………
3.5. “Programme estimate” (or “project”) bank account
The references for the “programme estimate” (or “project”) bank account that require(s) two signatures, that of the imprest administrator and that of the imprest accounting officer, are as follows:
Account in national currency
Bank: ……………………………………………………………………
Name: …………………………………………………………………….
Account No: ………………………………………………………………
3.6. Advance/pre-financing
The amount of the advance/pre-financing that will be paid into the bank account referred to above is set at ……% of the imprest component of the budget of this programme estimate, i.e.:
(National currency) ………………………………………………………………
EDF only: Interest yielded on bank account(s) must be deducted from the final amount of total expenditure incurred during implementation of the imprest component of the budget of the programme estimate.
In case of private indirect decentralised operations (EDF only):
The body referred to in section 3.1 must provide a financial guarantee denominated in the same currency as and of an amount equal to the advance/pre-financing requested.This guarantee must remain valid for 30 days after payment/reimbursement of the balance of the final statement of  expenditure for the imprest component of the budget of this programme estimate, duly approved by the relevant representative of the beneficiary country(ies)/National (or Regional) Authorising Officer and the Head of Delegation. The amount of the guarantee may be reduced at any time but under no circumstances may be lower than the balance of the advance/pre-financing not yet cleared or repaid.
3.7. Eligible expenditure

To be eligible, expenditure must be;

· necessary for the execution of the actions foreseen in the programme-estimate

· mentioned in the imprest part of the budget of the programme-estimate

· covered by the period of the programme-estimate;

· financially executed by the imprest administrator and imprest accounting officer, within the limits of subdelegation granted by the representative of the beneficiary country(ies);

· Paid during the period covered by the programme-estimate, using the bank account(s) under the responsibility of the imprest administrator and imprest accounting officer;

· Eventually paid during the period preceding the request of closure of the same bank account(s)
;

· Identifiable and verifiable.

3.8. Supporting documents
The supporting documents will be checked by the Delegation departments/an external auditor (complete according to the choice of the Head of Delegation).

Therefore, when submitting the possible replenishment request(s) and the closure request to the Head of Delegation, the supporting documents will/will not (complete according to the choice of the Head of Delegation) be attached to the corresponding record(s) of expenditure.
The supporting documents will have to be archived and kept (indicate the place as well as possible other necessary provisions concerning this matter).

3.9. Public contract and grant award procedures
As the start-up programme estimate is normally aimed preparing the first fully operational programme estimate, it should not involve the award of public contracts or grants. On the contrary, insert:
The table summarising the powers delegated by the relevant representative of the beneficiary country(ies)/National (or Regional) Authorising Officer for contract and grant award procedures is set out in Annex (...) of this programme estimate.(See table in Annex 13 to this practical guide. The amounts should be mentioned in the currency of the implementation of the programme estimate). The representative of the beneficiary country(ies)/The National (or Regional) Authorizing Officer must approve all grant proposals.
In case the relevant representative of the beneficiary country(ies)/National (or Regional) Authorising Officer and the Head of Delegation decide with one accord to lower the award thresholds, the new one must be specified here in the currency of the implementation of the programme estimate.
Decisions concerning the award of public contracts and grants must be referred for approval to the Head of Delegation. Depending on the choice of the Head of Delegation, add “, excluding decisions related to the award of public contracts worth up to the equivalent of EUR 50,000 or lower threshold (specify currency and exact amount)”.
Where ex ante control of the contract procedures by the European Commission is strengthened: Moreover, decisions related to the contract procedures, particularly (indicate the relevant steps), must also be referred for approval to the Head of Delegation.

Any derogation or exception to the contract rules and procedures has to be referred to the Head of Delegation for prior approval. However, in case of ex-post control, no prior approval by the Head of Delegation is required to use the negotiated procedure
.
3.10. Cash disbursement procedures
Payments will be made for and on behalf of the relevant representative of the beneficiary country(ies)/National (or Regional) Authorising Officer from the “programme estimate” (or “project”) bank account referred to in section 3.5. These transactions do not require the intervention of the relevant representative of the beneficiary country(ies)/National (or Regional) Authorising Officer or the Head of Delegation.
The relevant representative of the beneficiary country(ies)/National (or Regional) Authorising Officer, in agreement with the Head of Delegation, may decide to fix a threshold above which all payments need his or her prior authorisation. If so, this threshold and any implementing conditions must be specified here.
If necessary, petty cash in national currency may be kept to pay sundry administrative expenditure. The petty cash will be managed under the responsibility of the imprest accounting officer.
3.11. Staff management
Set out the rules for staff management covering seconded officials or other agents of the beneficiary country concerned, contract staff and any other types of staff employed for the project. The rules must include, or refer to, procedures for seconding or recruiting staff, national legislation in force on the subject, the type of contract used and related entitlements (social security, insurance, etc).
A list of staff, references to/texts of the rules in force, a copy of the standard contract for contract staff, pay scales, rates for additional allowances and for daily mission allowances can be found in Annex (...) to this programme estimate.
3.12. Changes to the programme estimate during implementation
Any budget reallocation needs the prior written authorisation of the relevant representative of the beneficiary country(ies)/National (or Regional) Authorising Officer, who must notify the Head of Delegation immediately.
Any use of the contingency reserve needs the prior written authorisation of the relevant representative of the beneficiary country(ies)/National (or Regional) Authorising Officer and of the Head of Delegation.
Any other change to this programme estimate will have to be drawn up in writing and be the subject of an addendum to be beforehand approved and signed by  the relevant representative of the beneficiary country(ies)/National (or Regional) Authorising Officer and by the Head of Delegation. If this is not done, no expenditure arising from the change will be covered by the EDF/Budget.
3.13. Implementation report (if applicable)
The imprest administrator and the imprest accounting officer must draft a summary final implementation report. It should be submitted not later than 30 days after the end of the period covered by this programme estimate in ....... copies to the relevant representative of the beneficiary country(ies)/National (or Regional) Authorising Officer, ........ copies to the supervisory technical Ministry (if any) and ........ copies to the Head of Delegation.
3.14. Closure of the imprest component of the budget of the programme estimate
Closure of the imprest component of the budget of this programme estimate must take place as soon as possible after the end of the period it covers. The closure request, including the final statement of expenditure of the imprest component of the budget of the programme estimate, must be drawn up and submitted not later than three months after the end of the period covered by this programme estimate. The programme estimate must be closed at the latest six months after the end of the period it covers.
The amounts corresponding to ineligible expenditure must be refunded without delay by the imprest administrator and the imprest accounting officer or, where applicable, by the third-party organisation referred to in section 3.1. If they fail to do so, and if a financial guarantee was not obtained before payment of the advance/pre-financing, the relevant representative of the beneficiary country(ies)/National (or Regional) Authorising Officer will become responsible for the debt and the amounts due will have to be refunded to the EDF/Budget by the beneficiary country within 45 days of receiving a request from the Head of Delegation.
Should the relevant representative of the beneficiary country(ies)/National (or Regional) Authorising Officer fail to make repayment within the above-mentioned deadline, the amounts due will be increased by adding interest at the rediscount rate applied by the Central Bank of the beneficiary country (payments made in national currency) in force on the first day of the month in which the deadline expired, plus three and a half percentage points.
The default interest shall be incurred over the time which elapses between the date of the payment deadline (exclusive) and the date on which the amounts due are repaid in full (inclusive). Any partial payments shall first cover the interest thus determined.
In case of use of a “programme estimate” bank account, add: The balance of the “programme estimate” bank account must be transferred to the bank account of the succeeding programme estimate.
3.15. Audit (if applicable)
An expenditure verification by an external auditor will be carried out (state when).
The external auditor may carry out any accounting, technical, administrative and legal verification he deems useful or necessary. For this purpose he has a right to see any document relating to the project and the implementation of this programme estimate.
3.16. Tax and customs arrangements
For the EDF only:
The tax and customs arrangements are those set out in Article 31 of Annex IV to the Cotonou Agreement as well as in the general conditions of the financing agreement.
For the Budget only:
The tax and customs arrangements are those set out in the general conditions of the financing agreement.
3.17. Own resources (if applicable)
Specify the conditions for using any own resources generated by the project.
3.18. Other matters to be specified

4. SIGNATURES
For direct decentralised operations

The imprest administrator
The imprest accounting officer
for agreement
for agreement
For indirect decentralised operations

Indicate the body or entity mentioned in section 5.2, represented by:
The Imprest Administrator
The Imprest Accounting Officer
For agreement
For agreement

 (name and position)
(name and position)
(date and signature)
(date and signature)
The technical ministry (if applicable)
for agreement
(exact title)
(name and position)
(date and signature)
The relevant representative of the
The Head of Delegation
beneficiary country(ies)/National
(or Regional) Authorising Officer 
for approval
for endorsement
(name and position)
(name)
(date and signature)
(date and signature)
5. ANNEXES
All the Annexes to this programme estimate are an integral part thereof. They have the same force as the programme estimate itself.
Annex 1: Practical guide to procedures for programme estimates (project approach)
Annex 2:
Detailed budget
Annex 3:
Summary table of powers delegated by the relevant representative of the beneficiary country(ies)/National (or Regional) Authorising Officer for contract and grant award procedures
Annex 4:
Staff management documents
Standard employment contract or work contract (fixed term)
National social security rules
Staff list
Pay scales
Rates for additional allowances
Rates for mission daily allowances
Other relevant documents
Annex 5:
Financial identification form (if needed)
Other annexes
� 	The start date may not be prior to the date of signature of the programme estimate by the relevant representative of the beneficiary country(ies)/National (or Regional) Authorising Officer and endorsement by the Head of Delegation. The date of endorsement is the trigger date for expenditure becoming eligible under the EDF/Budget.


�	Payments for expenditure incurred during the period covered by the programme estimate and in drawing up the request for closure of operations for the direct labour component of the budget of the programme estimate.


� 	Not applicable for the last programme-estimate.


� 	In case of ex-post control, if the country is covered by a declaration of crisis situation recognised by the Authorizing Officer by Delegation and flexible procedures are proposed on the basis of emergency assistance or crisis situation, these shall be foreseen in the Programme Estimate. By endorsing the Programme Estimate, the Head of Delegation will approve the use of the flexible procedures and will verify their correct implementation during the ex-post control.
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