SCHEMA DE PRESENTATION D’UN ACCORD-CADRE

I. IDENTIFICATION ET STRATEGIE DE L’ONG

0. Remarques générales

Le Bureau d’Assistance Technique (tél: 26 02 09 22 - email: bat@cercle.lu) se tient à disposition des ONGD pour toute assistance dans la formulation des demandes conformément au présent schéma.

Les demandes sont à soumettre par voie postale au Ministère à la fois en version papier et en version électronique.

Les parties  narratives devront obligatoirement être rédigées dans une des trois langues administratives du pays (luxembourgeois, français ou allemand), tandis que les cadres logiques et les budgets des actions pourront aussi être transmis au Ministère en langue anglaise.

1. Présentation administrative de l’ONG

Nom de l’ONG

Nom(s) du responsable du programme 

Nom de la personne effectivement responsable de l’élaboration et de la gestion de l’accord-cadre. Eventuellement, noms des autres personnes qui partagent cette responsabilité 

Nom(s) du ou des responsable(s) des différentes actions figurant au programme de l’accord-cadre

Coordonnées de l’ONG

Numéro de téléphone :

Numéro de fax :

E-mail :

Numéro de compte CCP : numéro de CCP sur lequel le Ministère devra verser sa contribution financière à l’accord-cadre

2. Stratégie de l’ONG

2.1. Mission, stratégie générale de l’ONG

Sources utilisables : document de politique générale de l’ONG (« questionnaire COTA »), autres documents de réflexion et d’analyse internes ou externes (apports de consultation)

2.2. Stratégie de l’ONG pour l’accord-cadre

a) grandes orientations : concentration géographique et/ou sectorielle et/ou méthodologique (descriptif et argumentation). Indiquer à ce niveau si le projet s’insère dans une des stratégies sectorielles de la Coopération luxembourgeoise (Stratégies consultables sur le site internet : http://cooperation.mae.lu/fr/Politique-de-Cooperation-et-d-Action-humanitaire/Strategies-et-orientations).

b) cadre logique général pour l’ensemble de l’accord-cadre

A un niveau aussi général, les indicateurs objectivement vérifiables et les sources de vérification, éléments destinés à opérationnaliser un projet, ne sont pas si pertinents. La même chose vaut pour les conditions préalables. En conséquence, il est optionnel de les préciser. En revanche, la ou les catégories socioprofessionnelles visées, le ou les partenaires qui contribueront à la mise en œuvre des actions devraient ressortir de la présentation. ( voir exemple en annexe 1

c) explicitation du cadre logique général pour l’ensemble de l’accord-cadre (si nécessaire)

2.3. Thématiques transversales

Dans quelle mesure le l’accord-cadre adresse-t-il les questions liées au genre, à la bonne gouvernance et à l’environnement ? (éléments qualitatifs, voir questions guides du schéma de cofinancement / du BAT)

Depuis le 1er janvier 2010, le Ministère doit remettre des statistiques plus détaillées au Comité d’Aide au Développement (CAD) de l’OCDE. Pour recueillir les données  nécessaires, les ONGD doivent indiquer pour l’objectif du projet (objectif spécifique) le secteur visé et à quel degré celui-ci répond aux marqueurs horizontaux (genre, bonne gouvernance, renforcement des capacités, aide à l’environnement, biodiversité, changement climatique: adaptation, changement climatique: mitigation, lutte contre la désertification). Ces données (quantitatives) doivent être renseignées dans le tableau de bord joint en annexe 2.

2.4. Efficacité de l’aide

· Les projets sont-ils mis en œuvre de manière coordonnée avec d’autres partenaires ?

· Les projets prennent-ils en compte les critères liés à l’efficacité de l’aide (Appropriation, Alignement, Harmonisation, Gestion axée sur les résultats, Responsabilité mutuelle), voire les Principes d’Istanbul sur l’efficacité du développement ou encore les lignes directrices, telles qu’adoptées par les ONG membres du Cercle de Coopération?

II. PROGRAMME D’ACTIONS POUR L’ACCORD-CADRE

1. Aperçu global / tableau de bord de l’accord-cadre

voir exemple en annexe 2

N.B. : ce tableau de bord peut être accompagné de commentaires si nécessaire. Le tableau de bord est actualisé et transmis au Ministère à chaque fois que l’ONG soumet une nouvelle fiche synthétique au Ministère.

2. Program : summary sheets, logframes and budgets by project 
2.1. Summary sheet according to the following format: basic data
2.1.1. Project title
2.1.2. Duration of the project (number of months, number of years, dates when the project starts and ends) 

2.1.3. Exact project location (country, region, state, province, department, district, county, town, village, neighborhood and, where appropriate, the exact name of the street, and other details, if possible)

2.1.4. Antecedents of the project
· On the partnership-based relationship with the local partner(s) 
· Previous projects being financed (with MAE reference) and lessons learned from these previous experiences
· Does the partner have professional relations with other financing agencies (e.g. European Commission)?

· Lessons learned from these previous experiences.
2.1.5. Description of the actual situation and the problems to be addressed 
· Describe the context of the project and the problems to be addressed. 

· Describe the methodology (participative, simple request) used in the planning of the project and, notably, the extent to which the stakeholders have been involved in this process.
2.1.6. Project beneficiaries
· Criteria used to select the beneficiaries
· Qualitative elements: socio-economic and cultural categories and characteristics (women, children, ethnic groups, farmers, merchants, etc.)
· Quantitative elements: number of direct and indirect beneficiaries (their number, if possible) 

· Role of the beneficiaries in the project: degree and form of their participation 

 
2.1.7. Local Partner(s) and the institutional structure
· Officially Responsible (political)

· Responsible(s) for the Implementation (manager) 

· Capacities of the partner(s): especially in terms of the organization of services, human resources and past experiences, in relation to the mission of the organization.
· Sharing of responsibilities: how are the responsibilities shared out, notably amongst the main stakeholders? In particular, what are the respective roles of the beneficiaries and of the support organisation?
· What are the decision-making mechanisms? 
· Does the project have a steering committee? If this is the case, how does it function?
2.1.8. Sustainability Perspectives of the project: the analysis should be based on the following dimensions: social (support by the authorities, socio-cultural, sustainable strengthening of the beneficiaries’ capacities), economic (taking charge of the operating costs, economic and financial returns, financial strategy after the support provided by the NGO and environmental (impact on the environment, adapted technology).
2.2. Logical framework of the project
a) Logical Framework: see example in annex 3.  
b) Explanation of the logical framework (if necessary)

2.3. Annual budget of the project  

The budget schema should be broken down across the number of years for which the project is due to run and should include a final column called “TOTAL per budget line”.

For a project that extends beyond 12 months, this should be broken down across 2 years and is considered to be a multi-annual project.  If the project is spread over more than one calendar year, then a distinction should also be made between the calendar years concerned.
In the event that different currencies are used, then the schema must indicate the corresponding values in euro. 

In the event that the Development NGO is financing part of a project promoted by other donors, then the NGO may choose to either apportion the entirety of the costs according to the percentage of co-financing provided by each donor, or to apportion the accounting documents at source between the various donors.  Once the mode of financing has been chosen, the Development NGO must respect it throughout the course of the project.

	Items
	Amount

(euro)
	Total per section (euro)

	IV.1.  Outside the developing country
	
	

	IV.1.1. Procurement of Services
	
	

	IV.1.2. Staff costs
	
	

	IV.I.3. Fixtures and equipment
	
	

	IV.2. In the beneficiary country or other developing country
	
	

	IV.2.1. Procurement of Services
Examples: 

a) Banking services 

b) Formation/training fees

c) Installation of accounting programme

d) Office rent

e) Insurance costs

f) Other fixed costs (electricity, gas, water, heaters/air conditioners)

g) Communication costs (Telephone, fax, internet)

h) Transportation costs

i) Etc.
	
	

	IV.2.2. Staff costs

Example: 

a) Coordinator (xxxx euro/month x 36 months)

b) Etc.
	
	

	IV.2.3. Procurement of fixtures and equipment

Examples: 

a) Office materials (papers, notebooks, pens, etc.)

b) Office equipment (telephone, fax, computers)

c) Vehicles
	
	

	IV.2.4. Procurement of real estate 
Examples: 

1) Purchase of a building

      2) Purchase of lot
	
	

	IV.2.5. Local contribution in the form of real estate
Examples : 

a) Monetary value of lot 

b) Monetary value of building
	
	

	IV.3. Variable Cost (calculated only from IV.2) both outside and inside the developing country 
	
	

	IV.3.1. Provision for unforeseen costs (maximum 5% of total of IV.2)
	
	

	IV.3.2. Inflation and exchange rate fluctuation (maximum 5% of total of IV.2)
	
	

	IV.4. Administrative Costs outside and inside the DC
	
	

	IV.4.1. Project Preparation Costs
	
	

	IV.4.2.  Follow-up Costs
	
	

	IV.4.3. Audit Costs
	
	

	IV.4.4. Evaluation Cost
	
	

	TOTAL
	
	


IV.1. Outside the Developing Country

This section consists of all expenses related to the implementation of the project and allotted for expenses incurred outside a developing country.
IV.1.1. Procurement of services

Procurement of services refers to the provision of an ad hoc service to the project by a person who has the professional skills specifically required for the successful realisation of the project. 

Total expenses relative to hiring professional services outside a developing country (consultants, architects or engineers, and any other professional expertise), which are beyond the competences available within the NGO, are necessary for the implementation of the project and are not available in the developing country. 

IV.1.2. Staff costs
Total cost of salary and related costs of contracting staff for the project on the basis of  Luxembourg employment contracts, signed by the Luxembourg NGO responsible for the implementation of  the project.  (N.B.: the hired staff should be working on the project site, thus s/he should be an expatriate.)

If the contracts are concluded with non-Luxembourg based northern NGOs, these costs must be borne by “the other donors”.   

Costs related to expatriation (childcare, the purchase of furniture, cleaning, school fees, insurance, etc.) are only eligible for co-financing on the basis of a monthly fixed-rate allowance, which may be added to the expatriate’s regular salary.  However, the amount of this allowance may not exceed the amount accorded as a relocation allowance to expatriates who enjoy the status of “development aid volunteers” (which is currently €713.80 per month) and it is clear that an expatriate who holds the development aid volunteer status cannot benefit from this allowance on top of his/her relocation allowance. 

The monthly fixed-rate allowance is applicable to expatriates and to the relocation allowance granted to development aid volunteers.  The only link between these two allowances is the amount.

IV.1.3. Costs of fixtures and equipment

Total cost of acquiring fixtures and equipment outside the developing country, which are necessary for the implementation of the project and are not available in the developing country.
IV.2. In the beneficiary country or other developing countries

This section should take into account all costs related to the project implementation, which are allotted to the beneficiary country, i.e. where the project is implemented, or in any other developing country (DC).

For items IV.2.1, IV.2.3 and IV.2.4, quotes must be included for purchases of more than €25,000 per budget line.

IV.2.1. Procurement of services

Total expenses relative to hiring professional services procured in the beneficiary country or in other developing countries (professional expertise, architects or engineers, or any other professional competence) required for the implementation of the project and which are not available within the partner NGO(s).
IV.2.2. Staff costs
Total cost of salary and related costs of contracting staff for the project in the developing country where the project is implemented or in any other developing countries on the basis of working contracts concluded with a local partner.
IV.2.3. Procurement of fixtures and furniture
Total cost of procurement of fixtures and furniture in the country where the project will be implemented or any other developing countries, necessary for the implementation of the project.
IV.2.4. Procurement of real estate

Total cost of acquiring real estate (land and/or building) where the project is due to take place and which is necessary for the implementation of the project.
IV.2.5. Local contribution in the form of real estate

Monetary value, as recognized by official experts or recorded in a notary act (translated into either French, German, or English by certified translators), of any real estate considered as a contribution to the project and recorded as such in the project budget (to be multiplied by the Ministry of Foreign Affairs).
IV.3. Variable Costs

This item allows NGOs to allocate provisions for unforeseen costs which were overlooked during the project planning, that are either directly related to the project or to economic fluctuations.  N.B. these variable costs should only be calculated based on the budget of IV.2. The NGO may use the variable costs provision, within reason, if the costs are used to cover surplus expenditure related to activities envisaged in the project. However, the NGO must justify the usage of these variable costs when it submits its intermediary/final reports. If the NGO wishes to mobilise the variable costs in order to finance activities that are not initially envisaged in the project, then it must inform the Ministry of its intentions beforehand.
IV.3.1. Provisions for Unforeseen Costs

This item allows NGOs to allocate provisions for unforeseen costs which were overlooked during the project planning but are absolutely necessary for the completion of the project as set out in the proposal.  The amount eligible in this item is limited to a maximum of 5% of the total costs of item IV.2.
IV.3.2. Inflation and Exchange Rate Fluctuations

An amount that the NGO wishes to reserve for possible additional costs resulting from inflation or changes in exchange rates during the implementation of the project.  The amount eligible in this item is limited to a maximum of 5% of the total costs in point IV.2. 

IV.4. Administrative Costs
The NGO can opt to include the administrative costs in the budget of each project or make a separate project (meaning a distinct budget line in the global table of the framework agreement).   

This section covers the total costs related to the management of the project, rather than to the implementation of the project itself, in other words the costs incurred for the identification, planning and organization of the project, as well as the planned costs for the follow-up, evaluation and supervision before, during and after project implementation. N.B. for the following four items below, the costs to be taken into account should cover:

· Roundtrip travel in economy class

· Vaccination and other medical costs related to travel to a developing country

· Visa

· Local Accommodation (based on invoices showing real expenses  rather than on  per noctem allowance)
· Local Transportation
· Daily per diem, covering small expense items incurred during the trip, to be equal to, or lower, than the per diem set by the Government Council Regulation of 21 December 2001, fixing the allowances stipulated in articles 20(1), 22 and 23(1) of the “Grand-Duchy regulations”  of August 5, 1993 on travel and relocation allowances for government employees: the fixed per diem is currently set at  80 EUR.

IV.4.1. Project Preparation costs

Total costs related to the identification, planning, preparation and organization of the project that were carried out prior to the submission of the project co-financing document to the Ministry of Foreign Affairs. N.B.: These costs should be precisely taken into account in the project budget and should be accompanied by supporting documentation or relevant invoices and official receipts (ORs).

IV.4.2. Follow-up Costs 

Total costs related to the follow-up of the project, e.g. site visit by a representative of the NGO in charge of the project being implemented.
IV.4.3. Audit Costs

Total costs related to auditing, which can be carried out by a representative of the NGO in charge of the project (internal audit) or by an independent auditor (external audit) during or after the implementation of the project.  This item can include the cost of the local financial audit of the project.
IV.4.4. Evaluation Costs

Total costs related to the evaluation of the project, which can be carried out by a representative of the NGO in charge of the project (independent internal evaluation) or by an independent expert (external evaluation), during or after the implementation of the project.

The purchase of audio-visual equipment (video camera or still photograph camera) for the preparation/follow up/evaluation of the project is not eligible for co-financing.  If the communication of the project requires, however, the production of audiovisual materials, the NGO can hire the services of a local professional whose costs can be eligible in item IV.2.1.
2.4. Financing Plan
To be broken down across the number of years for which the project runs.  
	
	Institutions
	Year 1               

(Euro)                
	Year 2

(Euro)
	Year 3

(Euro)
	TOTAL (Euro)

	1
	Contribution by MFA
	
	
	
	

	2
	Contribution by accredited Luxembourg NGO  
	
	
	
	

	3
	Contribution by other Luxembourg NGO (if this is the case) 
	
	
	
	

	4
	Local contribution
	
	
	
	

	
	Luxembourg contribution (1+2+3+4)
	
	
	
	

	5
	Contribution by EU
	
	
	
	

	6
	Contribution from other financing agencies 
	
	
	
	

	
	Total of Contributions (1+2+3+4+5+6)
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