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1. WORK PROGRAMME

1.1. Summary

Summarise the context and institutional environment of the operations under the programme estimate and give a brief account of the planned operations, stating its overall objective(s), project purpose, expected results and planned activities. Where appropriate state their relation to earlier operations (start-up programme estimate). You should notify any changes to the activities initially provided for in the financing proposal on which the financing decision was taken. Briefly state the specific context of implementation - e.g. the type of operations set up, whether there is a steering committee, etc.
1.2. Context

Here you should:

· specify how the operations planned under the programme estimate are integrated into government policy (policy letter), sectorial policy and the framework of cooperation with the EU;
· describe the sector in which the project is implemented;
· describe the stakeholders in the planned activities and the target groups/beneficiaries;
· describe the identified problems that the operations planned under the programme estimate are designed to solve;
· specify recent or upcoming interventions in the sector or associated sectors by the government, the EU or other donors;
· list available documentation relating to implementation of the programme estimate, including preliminary studies carried out during the project formulation phase prior to the financing agreement.

1.3. Logical framework

Explain the principles of the overall approach, taking into account the assumptions, used to establish the objectives, results and activities presented in the next section.

The detailed logical framework is attached as Annex (...) to this programme estimate.

1.4. Activities

Following problem analysis using the logical framework technique, establish the objectives and purpose, expected results and activities to achieve these outcomes under the programme estimate.
1.4.1. Overall objective

The overall development objective(s) to which the project, and therefore this programme estimate, are intended to contribute is: .................................................................................................................................. .

1.4.2. Project purpose
The purpose of the project, and therefore of this programme estimate, is .................................................................................................................................. .

This is the central objective of the project. The project purpose arises directly from the problem(s) the project seeks to address. Project evaluation must therefore establish whether the project purpose has been achieved. There is to be only one purpose per project.
1.4.3. Results

The expected results from the activities carried out over the period covered by this programme estimate are:

1.
………………………………………………………………………………

2.
………………………………………………………………………………

3.
………………………………………………………………………………

You must list all the results expected from implementation of the programme estimate, which must help achieve the specific objective. Where possible, expected results should be quantified.
1.4.4. Activities

The activities that will be carried out to achieve each of the expected results listed in the previous section are: (to be listed in the same order)

1.
………………………………………………………………………..…………

1.1.
……………………………………...………………………………………

1.2.
……………………………………………………………………...………

1.3.
………………………………………………………………………...……

2.
………………………………………………………………………..…………
2.1.
………………………………………………………………………...……

2.2.
………………………………………………………………………...……

2.3.
…………………………………………………………………...…………

3.
………………………………………………………………………..…………
3.1.
……………………………………………………...………………………

3.2.
…………………………………………………………………...…………

Give details of the activities to be carried out under the programme estimate to achieve each of the results listed in the previous paragraph. There will therefore be one or more activities corresponding to each result. Each activity is subdivided into sub-activities.

A single activity may contribute to more than one result. It should be mentioned for information in connection with each result.
1.5. Implementation

This part describes the material and human inputs needed to carry out the programme estimate, plus relevant details of internal organisation and the conduct of activities.
1.5.1. Material and non-material means

Describe here, by activity group, all the physical and non-physical inputs that will be deployed to implement the programme estimate: infrastructure, equipment, operating costs, local staff, services (e.g. studies, monitoring, etc.). Account for the means required for each sub-activity.
1.5.2. Organisation

Specify the institutional environment of the programme estimate.

Indicate:

· the contracting authority, which will be the relevant representative of the partner country(ies)/National (or Regional) Authorising Officer or the public commissioned body;

· where appropriate, the project supervisor;

· the composition, roles and responsibilities of the steering committee, if any, and/or of any supervisory body, with their respective positions and obligations.

Provide an organisational chart.

1.5.3. 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.
1.6. Provisional implementation timetable

Here give a realistic and detailed annual provisional implementation timetable for each activity as well as a brief timetable for the overall implementation period of the programme estimate. The timetables should take account of the time needed for the award of procurement contracts and grants.

The timetables are important because all too often we have found that the activities planned under the programme estimate could not be completed in the time allowed.

The timetables must also provide the imprest administrator with fixed points of reference for planning activities under the programme estimate. Any major delay must be notified to the relevant representative of the partner country(ies)/National (or Regional) Authorising Officer and the Head of Delegation.
2. BUDGET

The breakdown and presentation of the detailed budget items within the expenditure categories laid down in the TAP of the financing agreement is primarily dictated by the requirements of monitoring and budgetary control (adherence to allocations, comparison of amounts used against amounts budgeted) and of analytical monitoring (cost of the operations, analysis of expenditure in the light of that planned).

This approach is easy to implement for expenditure on planned activities and sub-activities and investments. The use of budget headings and items that group together the same type of expenditure (i.e. staff, supplies, transport, etc.) will facilitate the monitoring of operating expenditure (or expenditure that is not obviously linked to a particular activity or sub-activity or cannot be easily identified). The level of detail of each will depend on auditing requirements and the nature of the project.
All these main budget headings and items will be given a code to identify them for the purpose of monitoring tables (budgetary and analytical) on the basis of the accounts.

To complement this structure and link up with the accounting rules of the partner country concerned, the detailed budget may be presented with some project financial accounting-related codification so as to ensure a correlation between the general accounts and the budgetary and analytical accounts (e.g. investment and implementation expenditure linked to Class 2 accounts, operating expenditure linked to Class 6 accounts).
The budget for the programme estimate is presented in section 3 dealing with the financing plan. It summarises the estimated costs of implementing the programme estimate without giving details of the breakdown of programmed activities, sub-activities or their various components.

The detailed estimate of costs is attached as Annex (...) to this programme estimate. The detailed budget is made up of the estimated cost of the programme estimate's activities and sub-activities plus estimated investment and operating costs necessary for the implementation of the programme estimate. It should be presented in the form of detailed tables backed up by calculation notes.

Specify if need be: In the programme estimate (set out with the currencies separate) the budget and corresponding financial tables show the provisional breakdown of expenditure into national currency and euro (or other currency).

3. FINANCING PLAN

The table below shows the estimate of all the expenditure planned under the programme estimate (by activity, sub-activity, investment costs and operating costs), broken down by contribution of each donor contributing to the financing.

The titles and breakdown of specific activities and other expenditure in the table below are given by way of example. The actual breakdown will be aligned on what is provided for in the TAP annexed to the financing agreement and the results of the work on the logical framework.

	
	Description
	All years
	Year 1
	
	EDF/EU contribution

Imprest commitment
(1)
	EDF/EU contribution

Specific commitments
(2)
	Contribution of the partner country

(3)
	Other contributions

(4)
	Project's own resources 

(5)
	TOTAL

(1 to 5)

	1.
	Activities
	
	
	
	
	
	
	
	
	

	1.1
	Activity 1
	
	
	
	
	
	
	
	
	

	1.2
	Activity 2
	
	
	
	
	
	
	
	
	

	1.3
	Activity 3
	
	
	
	
	
	
	
	
	

	1.4
	Activity 4
	
	
	
	
	
	
	
	
	

	1.5
	Activity 5
	
	
	
	
	
	
	
	
	

	
	Subtotal
	
	
	
	
	
	
	
	
	

	2.
	Investments
	
	
	
	
	
	
	
	
	

	2.1
	Equipment
	
	
	
	
	
	
	
	
	

	2.2
	Vehicles
	
	
	
	
	
	
	
	
	

	2.3
	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  exchange differences
	
	
	
	
	
	
	
	
	

	5.
	Expenditure verifications
	
	
	
	
	
	
	
	
	

	6.
	Contingencies
	
	
	
	
	
	
	
	
	

	
	TOTAL
	
	
	
	
	
	
	
	
	


4. 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 guide to which this document is annexed “practical guide to procedures for programme estimates” (hereinafter referred to as the "PE Guide").


This section gives more detailed and additional information on some of the arrangements for this programme estimate.

4.1. Steering Committee (if any)

The steering committee meets every (....) months (at least twice a year - specify), and more often if necessary. It approves and supervises the overall approach and strategy of the project (adapt and specify if need be).
The steering committee examines and verifies the programme estimate and the reports on implementation drawn up and submitted by the imprest administrator and the imprest accounting officer.

4.2. Management structure

In case of central operations:
Under the provisions of the corresponding financing agreement the project has technical and financial autonomy in managing the resources
 allocated to it for the imprest component of the budget of this programme estimate.

The imprest component will be implemented by the imprest administrator and imprest accounting officer named below under point 4.3.

In case of public commissioned operations:

Under the provisions of the corresponding financing agreement and of the corresponding implementation agreement the project is managed and implemented by the following body …............................................................................... (specify).

The imprest component will be implemented by an imprest administrator and an imprest accounting officer to be designated by that body and named under point 4.3.

If applicable, set out the role and specific responsibilities of the body (a) in the phases prior to award of contracts and grants financed with specific individual financial/budgetary commitments and (b) in supervising their implementation. Specify also if procurement contracts and grants will be signed in the name of the commissioned body or in the name of the partner country.
In case of private commissioned 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 will be implemented by an imprest administrator and an imprest accounting officer to be designated by that body and named under point 4.3.

If applicable, set out the role and specific responsibilities of the body (a) in the phases prior to award of contracts and grants financed with specific individual financial/budgetary commitments and (b) in supervising their implementation.

4.3. Imprest administrator and imprest accounting officer

In case of central operations:
For implementation of the imprest component the relevant representative of the partner 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 public commissioned operations:
For implementation of the imprest component of the budget of this programme estimate, the partner country designates a body governed by public law or a body governed by private law with a public-service. To this end the body authorises the imprest administrator and imprest accounting officer designated below to act in its name and in the name of the partner country.

In all cases:
This partial delegation of powers is conditional upon:

· strict observance of the rules and procedures set out in the PE Guide and in this programme estimate;

· deposit of the authorised signatures of the imprest administrator and imprest accounting officer (and of any substitute);

· opening of one or more bank accounts, 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 designated alternate imprest administrator is: (name and position) …………………….
The designated alternate imprest accounting officer is: (name and position) ……………….

The tasks and responsibilities of the imprest administrator and imprest accounting officer are described in the PE Guide. Any additional tasks expected of them in the course of the programme estimate implementation should be mentioned here.

4.4. Period covered

The period covered by this programme estimate runs from
 …………………… to ……………………, i.e. ……years and …… months.

The closure period, included in 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 operations properly scheduled during the period covered by the programme estimate excluding the closure period.

No further expenditure may be committed after the start of the closure period. Only certain management transactions
 relating to the closure of the imprest component of the budget of this programme estimate can 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
.

Procurement and grant contracts have to be signed at the latest by …insert date: The contracting deadline shall as a rule not exceed 3 years of the entry into force of the financing agreement (which means within 3 years of the date on which the financing agreement was signed by the last party).

4.5. Amount of the imprest component of the budget of the programme estimate
The total amount of the imprest component is:

(EUR/other currency please specify) … … … …… …… …… …… ………………………………

If applicable:

part to be carried out in other currency:


(other currency) … …… …… ……… ……… …… ……………………

part to be carried out in EUR:

        (EUR)…………………..…………………………………

4.6.  “Programme estimate” bank account(s)
The references for the “programme estimate” bank account(s) that require(s) two signatures, that of the imprest administrator and that of the imprest accounting officer, are:

Account in (EUR/other currency please specify)
Bank: ……………………………………………………………………
Name: …………………………………………………………………….

Account No: ………………………………………………………………
Add the references of another account if any:

Account in (EUR/other currency
 please specify)
Bank: ……………………………………………………………………
Name: …………………………………………………………………….

Account No: ………………………………………………………………

Payment Arrangement
Upon the programme estimate's signature by all parties and registration of the first pre-financing request, the payment shall be provided within 60 calendar days for EDF and 30 calendar days for programme estimates financed under the EU Budget
Further pre-financing instalments will be paid by the European Commission within 60 calendar days of receiving a payment request accompanied by an interim implementation and synthetic financial report.

The amount of the pre-financings must be paid into the bank account and in the currency as specified under point 4.6 and as indicated in the table below:

First pre-financing instalment
                           EUR/other currency<.....>

Second pre-financing instalment
                      EUR/other currency <.....>

Third pre-financing instalment                            EUR/other currency <.....>8
add as many instalments as years8
Forecast balance
(if applicable)                           EUR/other currency <.....>
Please refer to Annex 6 for rules governing the currencies for keeping programme estimates bank accounts 
EDF only: Interest generated by pre-financing payments on bank account(s) shall either be re-used for the corresponding action or deducted from the final amount of total expenditure incurred during implementation of the imprest component.

In the case of private commissioned operations (EDF only):

The body referred to in section 4.2 must provide a financial guarantee of an amount equal to the 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, duly authorised by the relevant representative of the partner 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 pre-financing not yet cleared or repaid.

4.7. Eligible expenditure

Eligible costs are actual costs incurred by the commissioned body and which: 

a) are incurred during the implementation phase of the programme estimate:
(i) Costs relating to services and works shall relate to activities performed during the implementation phase of the programme estimate. Costs relating to supplies shall relate to delivery and installation of items during the implementation phase of the programme estimate. Signature of a contract, placing of an order, or entering into any commitment for expenditure within the implementation phase for future delivery of services, works or supplies after expiry of the implementation phase do not meet this requirement. Cash transfers between the partner country, the commissioned body and/or other entities may not be considered as costs incurred; 

(ii) Expenditure incurred during the implementation phase shall be paid in the implementation phase. Exceptions can be made for expenditure incurred at the end of the implementation phase (e.g. invoice received or a legal commitment made) and not yet paid on the final date of the implementation phase provided that the payments for this expenditure are made in the closure phase and in any case before the drawing up of a final financial report;

(iii) An exception is made for costs relating to the closure of the programme estimate (in particular the salary of minimum staff strictly necessary for the closure, final reports, including the final expenditure verification report) which may be incurred in the closure phase of the programme estimate; 

(iv) An exception is made for the possible expenses applied by the bank for the opening of the account(s) and/or for the validation of the form(s) for the “financial identification” (see section 3.1.1. of this PE Guide).

b) are indicated in the overall budget of the programme estimate; 

c) are necessary for the implementation of the programme estimate; 

d) are identifiable and verifiable, in particular being recorded in the accounting records of the partner country / commissioned body and determined in accordance with the accounting standards and the usual cost accounting practices applicable to the partner country / commissioned body; 

e) comply with the requirements of applicable tax and social legislation;
f) are reasonable, justified and comply with the requirements of sound financial management, in particular regarding economy and efficiency.

4.8. Supporting documents
The supporting documents will be checked by an external auditor. Therefore, when submitting the request for pre-financing instalments justification of expenditure and closure requests to the Head of Delegation, the original supporting documents
 will not be attached to the corresponding requests but will be made available for consultation if requested by the Delegation.

The imprest administrator and the imprest accounting officer shall ensure that a logical system of filing and record retention in line with the applicable legal norms and a reliable and easy to follow audit trail are put in place
.

4.9. Public contract and grant award procedures

The table summarising the powers delegated by the relevant representative of the partner country(ies)/National (or Regional) Authorising Officer for procurement contract and grant award procedures is set out in Annex (...) of this programme estimate. (See table in Annex 13 to the PE Guide. The amounts should be mentioned in the currency of the implementation of the programme estimate). 
The representative of the partner country(ies)/The National (or Regional) Authorizing Officer must authorise all grant proposals.
In case the relevant representative of the partner 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.
Tender dossiers/guidelines for applicants and recommendations concerning the award of public contracts and grants must be referred for authorisation 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 100,000 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 authorisation to the Head of Delegation.

Where the contracting authority from the partner country may use its own rules and procedures for procurement and/or grants delete the four preceding paragraphs and insert: "The contracting authorities applies its positively-assessed rules and procedures for procurement and/or grants for contracts covered by the imprest component. No ex ante-control will be carried out in this regard." 
Please insert a description of or a reference to the applicable rules and procedures.

Any derogation or exception to the contract rules and procedures has to be referred to the Head of Delegation for prior authorisation. However, in case of ex-post control, no prior authorisation by the Head of Delegation is required to use the negotiated procedure
.

4.10. Cash disbursement procedures

Payments will be made in the name and on behalf of the relevant representative of the partner country(ies)/National (or Regional) Authorising Officer from the “programme estimate” bank account(s) referred to in section 4.6. These transactions do not require the intervention of the relevant representative of the partner country(ies)/National (or Regional) Authorising Officer or the Head of Delegation.

The relevant representative of the partner 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.
For payments in foreign exchange, the rules for the use of the currencies to make payments must be described where they differ from or supplement the rules set out in Annex 6 to the PE Guide.

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.

4.11. Staff management

Set out the rules for staff management covering seconded officials or other agents of the partner 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 are set out in Annex (...) to this programme estimate.

4.12. Changes to the programme estimate during implementation

a) The imprest administrator may amend the budget and inform the representative of the partner country in writing at the latest in the next financial report only when the amendment to the budget is limited to a transfer between items within the same main budget heading including cancellation or introduction of an item, or a transfer between main budget headings involving a variation of 25% or less of the amount originally entered (or as modified by addendum) in relation to each concerned main heading.
The imprest administrator shall also submit a revised budget, stating the initial amounts, the amounts of the reallocation, the amounts of previous reallocations if any, and the amounts finally amended, at the latest with the next financial report. 
b) Where the amendment to the budget goes beyond the variations described in the paragraph a) above the imprest administrator and the imprest accounting officer must address a written request to the relevant representative of the partner country(ies) explaining the proposed reallocation. Their request must also entail the provision of an updated budget of the programme estimate mentioning the initial amounts, the amounts of the proposed reallocation, the amounts of the previous authorised reallocations, if any, as well as the amounts finally amended. In this case the prior written authorisation of the relevant representative of the partner country(ies) is required. The Head of Delegation is informed in writing without delay by the relevant representative of the partner country(ies). This information must include the updated budget of the programme estimate (authorised by the relevant representative of the partner country(ies) submitted by the imprest administrator and the imprest accounting officer.

If the abovementioned conditions under a) or b) are met an addendum to the programme estimate is not necessary.
Except for the use of the contingency reserve and budget reallocations, any amendment to the programme estimate, including to its annexes will have to be drawn up in writing and be the subject of an addendum to be beforehand authorised and signed by the relevant representative of the partner 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.

4.13. Implementation reports

The imprest administrator and imprest accounting officer must draw up ____ summary interim implementation reports
 and synthetic and financial reports. The comprehensive final implementation report must be submitted at the latest 60 days after the end of the period covered by the programme estimate excluding the closure period.
· The summary interim implementation and synthetic financial report
, is required for each pre-financing payment request (except the first pre-financing instalment). 
· The full financial report is a document
 required for the justification of the pre-financing received and shall be submitted at the end of every 12 months period together with the expenditure verification report.
____ copies of the reports must be submitted to the relevant representative of the partner country(ies)/National (or Regional) Authorising Officer, ____ copies to the supervisory technical Ministry (where applicable) and ____ copies to the Head of Delegation.

If there is a steering committee:

They will be sent to the members of the steering committee two weeks (or other deadline: specify) before the scheduled date of its meeting (specify number of copies per person).

4.14. Closure of the imprest component of the budget of the programme estimate
Closure of the imprest component must take place as soon as possible after the end of the period it covers. The full financial report
 of the imprest component and the final implementation report must be drawn up not later than 60 calendar days after the end the period covered by the programme estimate in view to allow the Auditors to carry out and finalize the final expenditure verification.
The closure request together with the final expenditure verification report must be submitted to the relevant representative of the partner country(ies) and the Head of Delegation for authorisation at the latest 6 months after the end of the implementation period and the programme estimate shall be closed not later than 8 months after the end of its implementation phase.  
The amounts corresponding to unspent funds or to ineligible expenditure must be refunded without delay by the imprest administrator and the imprest accounting officer or, where applicable, by the commissioned body referred to in section 4.2. If they fail to do so, and if a financial guarantee was not obtained before payment of the pre-financing, the relevant representative of the partner 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 partner country within 45 days of receiving a request from the Head of Delegation.

Should the relevant representative of the partner 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 rate applied by the Central Bank of the partner country, where payments were in national currency;
· at the rate applied by the European Central Bank to its principal refinancing operations, where payments were in EUR;
· in force on the first calendar day of the month in which the deadline falls, increased by three and a half percentage points.

The interest shall be calculated from the calendar day following the deadline specified in the debit note up to the calendar day on which the debt is repaid in full. Any partial payments shall first cover the interest thus determined (The recovery order corresponding to the amount of the default interest shall be issued when this interest is actually received.).

In case of use of “start up programme estimate” bank account, add: The balance of the “start up programme estimate” bank account shall be used for the implementation of the operational programme estimate using the same bank account opened for the start up programme estimate.

4.15. Expenditure verification(s) 
Expenditure verifications shall be carried out by a qualified professional auditor who is a member of a recognised auditing body
. These contracts, financed through specific commitments,  are concluded and managed by the European Commission for and on behalf of the partner country(ies) concerned.

The objective of the expenditure verification is for the Auditor to carry out specific verification procedures which are listed in the terms of reference and to submit to the European Commission:
· an expenditure verification (not directly linked to the request of payment) that shall be carried out every 12 months
 for the clearing of the previous pre-financing and
· the final expenditure verification that shall accompany the request for closure.
The external auditor may carry out any accounting, technical, administrative and legal verification he deems useful or necessary. For this purpose he has the right to see any document relating to the project and the implementation of this programme estimate.

Specify any systems and procedures audit to be conducted. 
4.16. 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.

4.17. Own resources (if applicable)

Specify the conditions for using any own resources generated by the project.

4.18. Transfer of materials and equipment (at the end of the project or programme )

Specify the conditions for the assignment or the sale of the materials and equipment at the end of the project or programme.

4.19. Other matters to be specified

Specify any other relevant matter concerning the programme estimate. 
5. SIGNATURES

For central operations

The imprest administrator

The imprest accounting officer
for agreement
for agreement

For commissioned operations
Indicate the body or entity mentioned in section 4.2, 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

partner country(ies)/National
(or Regional) Authorising Officer
for authorisation
for endorsement
(name and position)
(name)
(date and signature)
(date and signature)

6. ANNEXES

All 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
Annex 2:
Logical framework
Include here the logical framework for the work programme provided for under the programme estimate.

The logical framework is a working instrument for systematically and rationally establishing the intervention logic to be applied to project implementation.

· It sets out a project's objectives and purpose and the causal relations involved in achieving those objectives;
· it specifies the results the project must achieve in order to attain its objectives and purpose;
· it specifies the activities that must be undertaken to achieve those results;
· it specifies what means are required for those activities.

The expected results as well as the activities to be carried out over the period covered by the programme estimate will be based on the overall logical framework of the project. 
The logical framework is presented in the form of a matrix. The imprest administrator is advised to begin work on the programme estimate by filling in the logical framework since once the intervention logic is established the drafting of the programme estimate is much easier. 
LOGICAL FRAMEWORK TABLE

	
	INTERVENTION LOGIC
	OBJECTIVELY VERIFIABLE INDICATORS
	VERIFICATION SOURCES
	ASSUMPTIONS

	OVERALL

OBJECTIVE
	
	
	
	

	PROJECT PURPOSE
	
	
	
	

	RESULTS
	1.

2.

3.


	
	
	

	ACTIVITIES
	1.

1.1.

1.2.

1.3.

2.

2.1.

2.2.

3.

3.1.

4.

4.1.


	Means
	Costs
	


Abbreviations:

Annex 3:
Detailed budget
The purpose of this Annex is to present the budget in enough detail for the relevant representative of the partner country(ies)/the National (or Regional) Authorising officer and the Head of Delegation to understand and authorise it.

List separately: estimated expenditure for carrying out the planned activities and sub-activities; investment expenditure; project operating expenditure. A maximum of 10% of the estimated amount may be added for contingencies. 
Activities and sub-activities

On the basis of the logical framework presented in the previous Annex, the operations of the programme estimate should be set out by activity and sub-activity, including the costs and unit prices for each in as much detail as possible.

The suggested technique is as follows (see also table overleaf with example):

For each sub-activity provided for under the programme estimate,

· define a unit of work (or of performance) for technical and financial monitoring of the sub-activity (1);

· determine the number of units of work necessary for implementation of the sub-activity (2);

· calculate the unit cost of implementing a unit of work, taking account of all the means necessary for implementation (3);

· determine the total amount necessary for implementation of the sub-activity (4) by multiplying the unit cost calculated in (3) by the number of units of work necessary for the implementation of the sub-activity, for which the figure is given in (2);

· break down the total amount calculated in (4) over the period covered by the programme estimate according to the provisional timetable of implementation of the sub-activity.

Then,

· enter and add up the total amounts of all the sub-activities for each activity in a summary table for each activity;

· enter and add up the total amounts of all the activities in the overall budget.

Determining the units of work is an important stage in the preparation of the programme estimate. The units chosen must make it possible to monitor activities and sub-activities over the implementation period both in technical terms (rate of performance) and in financial terms (monitoring the budget and expenditure).

An example of table for costing sub-activities is presented below. The same table, simplified, can also be used for costing investments and operating expenses. Explanatory calculation notes should be attached.
Investment and operating costs

Once the costs of implementing the activities provided for in the programme estimate have been determined, the budget for the investment and operating costs of the programme estimate is drawn up in the same way.

All the expenditure provided for in the programme estimate is then brought together in a series of summary tables showing the contributions of all donors to the programme estimate. An example of this type of table can also be found below.
EXAMPLE OF DETAILED BUDGET TABLE

	
	Description
	New activities and other costs
	
	EDF/EU contribution

Imprest component
(1)
	EDF/EU contribution

Specific commitments

(2)
	Other source(s)

of financing

(specify)

(1 column per source) (3)
	TOTAL

(1 to 3)

	1.
	Activities
	
	
	
	
	
	

	1.1
	Activity 1
	
	
	
	
	
	

	1.1.1
	Subactivity 1.1.
	
	
	
	
	
	

	1.1.2
	Subactivity 1.2.
	
	
	
	
	
	

	1.2
	Activity 2
	
	
	
	
	
	

	1.2.1
	Subactivity 2.1.
	
	
	
	
	
	

	1.2.2
	Subactivity 2.2.
	
	
	
	
	
	

	1.3
	Activity 3
	
	
	
	
	
	

	1.3.1
	Subactivity 3.1.
	
	
	
	
	
	

	1.3.2
	Subactivity 3.2.
	
	
	
	
	
	

	1.4
	Activity 4
	
	
	
	
	
	

	1.4.1
	Subactivity 4.1.
	
	
	
	
	
	

	1.4.2.
	Subactivity 4.2.
	
	
	
	
	
	

	1.5
	Activity 5
	
	
	
	
	
	

	1.5.1
	Subactivity 5.1.
	
	
	
	
	
	

	
	Subtotal for activities
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	2.
	Investment costs
	
	
	
	
	
	

	2.1
	Equipment*
	
	
	
	
	
	

	2.2
	Vehicles*
	
	
	
	
	
	

	2.3
	Supplies*
	
	
	
	
	
	

	
	Subtotal for investment costs
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	3.
	Operating costs
	
	
	
	
	
	

	3.1
	Staff costs*
	
	
	
	
	
	

	3.2
	Office rental*
	
	
	
	
	
	

	3.3
	Office operating costs*
	
	
	
	
	
	

	3.4
	Vehicle operating costs*
	
	
	
	
	
	

	
	Subtotal for operating costs
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	TOTAL
	
	
	
	
	
	

	
	                                 * = give details
	
	
	
	
	
	



[image: image1.emf]PROJECT :  ………… PROGRAMME ESTIMATE N°………..

FULLY OPERATIONAL PERIOD RUNNING FROM………………TO…………………

ACTIVITY : ………… Amounts in '000' (local currency)

BUDGETARY COST COST PERSON

OR WORK N° OF WORK PER PER RESPONSIBLE

ANALYTICAL DES- UNIT UNITS LABOUR SEEDS FERTILISER EQUIP- OTHER WORK SUB- 1st 2nd 3rd 4th PER SUB-

CODE CRIPTION (SPECIFY) NEEDED   MENT UNIT ACTIVITYQUART.QUART.QUART.QUART. ACTIVITY

                 

(1) (2) (3) = (4) =

a b c d e a+b+c+d+e (3) x (2)

 

   

Production of Nursery 1.000 plants 250 100 25 25 15 0 165 41.250 10.750 26.000 4.500 0 M. Xxxx

250.000 of…….

nursery plants(localisation)

TOTAL 41.250 10.750 26.000 4.500 0

  36.750 41.250 41.250

These columns can be adapted according to need.

EXAMPLE OF TABLE FOR COSTING SUBACTIVITIES

SUBACTIVITIES INDICATIVE TIMETABLE COST OF MEANS DEPLOYED PER UNIT OF WORK

The examples given here of means deployed

are for agricultural production activities.


Annex 4:
Summary table of powers delegated by the relevant representative of the partner country(ies)/National (or Regional) Authorising Officer for contract and grant award procedures
Annex 5:
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 6:
Financial identification form (if needed)
Other annexes
� Not applicable to actions financed under MFF 2021-2027


� 	The tasks are performed directly by the central government of the relevant partner country (e.g. ministry, departments, agencies at national level without separate legal personality)


� Not applicable to actions financed under MFF 2021-2027


� 	The starting date may not be before the date of the programme estimate's signing by the relevant representative of the partner 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 imprest component.


� 	With the only exception of the possible expenses applied by the bank for the opening of the account(s) and/or for the validation of the form(s) for the “financial identification” (see section 3.1.1. of the PE Guide).


�.	In justified cases, a different currency from EUR/national currency may be envisaged. 


� 	The first pre-financing instalment is set at (up to 100 %) of the imprest component of the forecast budget of this programme estimate (for the first 12-month (N) period of the Action which is being financed by the EU, excluding contingencies),


�.	Further pre-financing instalments of a percentage up to 100% of the part of the forecast budget for the subsequent 12-month period or of the remaining period if shorter as regard to the last instalment of pre-financing) which is being financed by the EU (excluding contingencies) should be paid when: 70 % of the last pre-financing and 100% of previous pre-financings have been disbursed or at the latest 3 months before the end of the 12-month period. If by this date the disbursement is less than 70 % of the previous payment (and 100 % of any previous payments), the further pre-financing instalment shall be reduced by the amount corresponding to the difference between the 70 % of the previous pre-financing instalment and the part of the expenditure disbursed which is financed by the Contracting Authority�.


� 	The amount indicated for the further pre-financings are indicative


� 	The forecast balance (final payment), if any, is the difference between the total amount of the EU contribution and the sum of the previous instalments.


� 	An electronic copy of the scanned supporting documents shall be attached to each full financial report


�.	See PE Guide point 3.1.4 Documentation, filing and record keeping and Annex 10 to the PE Guide: Examples of supporting documents by type of expenditure to be included in the full financial report)


� 	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 authorise the use of the flexible procedures and will verify their correct implementation during the ex-post control. If the crisis declaration takes place during the implementation of the programme estimate, in order to benefit from flexible procedures a rider to the programme estimate shall be signed.


�.	See section 3.1.10 of the PE guide.


� 	Every report, whether interim or final, shall provide all relevant aspects of the implementation of the Action for the period covered. The report shall describe the implementation of the Action, difficulties encountered and measures taken to overcome problems, eventual changes introduced, as well as the degree of achievement of its Results.


�	See Annex 9 of the PE Guide.


�	See Annex 8 of the PE Guide.


�	An electronic copy of the scanned supporting documents shall be attached to each full financial report.


� 	Where this is not possible, by an appropriately qualified auditor.


�	Maximum three months after the end of each 12 month period.
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		EXAMPLE OF TABLE FOR COSTING SUBACTIVITIES

		PROJECT :  …………														PROGRAMME ESTIMATE N°………..

																FULLY OPERATIONAL PERIOD RUNNING FROM………………TO…………………

		ACTIVITY : …………														Amounts in '000' (local currency)

				SUBACTIVITIES						COST OF MEANS DEPLOYED PER UNIT OF WORK														INDICATIVE TIMETABLE

		BUDGETARY																		COST		COST										PERSON

		OR				WORK		N° OF WORK												PER		PER										RESPONSIBLE

		ANALYTICAL		DES-		UNIT		UNITS		LABOUR		SEEDS		FERTILISER		EQUIP-		OTHER		WORK		SUB-		1st		2nd		3rd		4th		PER SUB-

		CODE		CRIPTION		(SPECIFY)		NEEDED								MENT				UNIT		ACTIVITY		QUART.		QUART.		QUART.		QUART.		ACTIVITY

						(1)		(2)												(3) =		(4) =

										a		b		c		d		e		a+b+c+d+e		(3) x (2)

										The examples given here of means deployed

										are for agricultural production activities.

										These columns can be adapted according to need.

		Production of		Nursery		1.000 plants		250		100		25		25		15		0		165		41,250		10,750		26,000		4,500		0		M. Xxxx

		250,000		of…….

		nursery plants		(localisation)

				TOTAL																		41,250		10,750		26,000		4,500		0

																										36,750		41,250		41,250
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