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ANNOTATED SCHEMA FOR 

CO-FINANCING REQUEST

AND

EXPLANATORY NOTE

All requests are to be submitted to Ministry by post. However, in order to facilitate the analysis of the financial section of the request, the Ministry requires a copy of the budget in electronic form (Excel spreadsheet).  

The narrative portion of the request must be written in one of the country’s three official languages (Luxemburgish, French or German), whilst the logic framework and the financial package may also be submitted to the Ministry in English.

In the event that the NGO calls upon the support of the TAO in drawing up its co-financing request and intends to submit a certificate of conformity together with its request (after which the TAO’s planning costs become eligible), the Ministry recommends that the NGO waits until the co-financing request is complete (request + the certificate of conformity), before submitting it to the Ministry so that it can begin its assessment. 

The Technical Assistance Office (Tel: 26 02 09 22 - email: bat@cercle.lu) is available to provide support and assistance to development NGOs in their formulation of requests that comply with the present schema (logic framework, transversal themes, etc.).

ANNOTATED SCHEMA FOR 

CO-FINANCING REQUEST
I. PROFILE OF THE LUXEMBOURG NGO
I.1. Designation
I.2. Contact Details

I.3. Name(s) of individual(s) responsible for project preparation and management 

I.4. Other northern NGOs involved in the project

II. PROJECT DESCRIPTION

II.1. Project Title

II.2. Project Reference number within the NGO

II.3. Country

II.4. Detailed Project Location

II.5. Duration of Project

II.6. Context and background

II.7. Strategic guidelines

II.8. Beneficiaries of the Project 

II.9. Aid effectiveness

II.10. Local partner(s) and institutional structure 

II.11. Transversal themes

II.12. Follow up and evaluation 

II.13.Sustainability and risks

III. LOGIC FRAMEWORK
IV. FINANCIAL PLAN
IV.1. Outside of Developing Country

IV.2. In the Beneficiary Country or other Developing Countries 

IV.3. Variable Costs

IV.4. Administrative Costs


I.1. Designation

Name of principal NGO

I.2. Contact Details

Mailing Address:

Telephone:

Fax:

E-mail:

Bank account number or CCP: 
bank account number into which the Ministry should deposit its financial contribution to the project
I.3. Name(s) of person(s) in-charge of project preparation and management

I.4. Name(s) of other northern NGOs involved in the project

I.4.1. Name(s) of other northern NGOs (especially Luxembourg) involved in the project 

I.4.2. Name(s) of the person(s) in charge of the project within these NGO(s)


II.1. Project title

Provide an accurate and concise indication of the project title 

II.2. Project reference number within the NGO

II.3. Country

Country in which the project will be carried out.

II.4. Detailed Project Location

Indicate the exact location of the project (country, region, state, province, department, district, county, town, village, neighbourhood and, where appropriate, the exact name of the street, and other details, if possible).  Enclose an accurate map that clearly indicates the project site.

II.5. Duration of the Project

Number of years or months. 

Where possible, provide the project’s start and end date. In any event, the project’s start date must be communicated to the Ministry (by email).

If the NGO is not in a position to provide a start date, then the date on which the co-financing contract is signed is considered to be the project’s start date. If the start of a project is delayed, the NGO must inform the Ministry of this delay by email.

II.6. Context and background

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.

Has an analysis of the parties concerned been undertaken?  If this is the case, then please include it with your request.

How have the various project stakeholders (institutional actors, local authorities, beneficiaries...) been involved? Please describe the planning and consultation process used. 

The objectives tree and the stakeholders’ matrix must be appended to the request.  

In this instance, background refers to the partnership-based relationship with the local partner(s), as well as the NGO’s participation in similar projects, regardless of whether they have been co-financed by the Ministry.  What impact have these projects had in the fight against poverty? 

What lessons have been learned from these previous experiences?

Have similar projects been undertaken by other development cooperation actors in the country or the region? If this is the case, what were the results and the lessons learned?
Describe your areas of competence and expertise, which your intend to contribute to the realisation of this project. 

II.7. Strategic guidelines

Describe the strategic guidelines and main actions envisaged by the project in order to achieve the intended results.

This includes a description of the manner in which the project puts forward responses to the issue raised in II.6.

Also indicate whether the project fits within the sectoral strategies of Luxembourg’s cooperation activities (these strategies may be consulted on the following website: http://cooperation.mae.lu/fr/Politique-de-Cooperation-et-d-Action-humanitaire/Strategies-et-orientations).

II.8. Project beneficiaries

Qualitative elements:
socio-economic and cultural categories and characteristics (women, children, ethnic groups, farmers, merchants)


What are in the criteria used to select the beneficiaries?

Quantitative elements: number of direct and indirect beneficiaries
II.9. Aid effectiveness

To what extent is the project integrated within a development plan/programme promoted by the partner country or region?

Is the implementation of the project being coordinated with other partners?

Does the project take into account criteria related to aid effectiveness: Ownership, Alignment, Harmonisation, Results-based management, Joint responsibility, or the Istanbul Principles on aid development or even the guidelines adopted by the NGO members of the Cercle de Coopération (Cooperation Circle)?
II.10. Local Partner(s) and the institutional structure

1) Local partner

Presentation of the partner institution and the person responsible at the local level (Organisation chart of the partner if possible).

Is there a contractual relationship between the local partner and the Luxembourg NGO?  Is there an intention to sign an agreement or another document defining the rights and obligations, as well as the division of responsibilities between the different actors? If this is the case, please include the signed document or the blue print of the document to be signed (in the latter case, the signed document is to be provided upon signature). 

Does the partner have professional relations with other financing agencies (e.g. European Commission)?

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.  

Does the local partner have any needs in terms of capacity building?

2) Institutional structure

Sharing of responsibilities: how are the responsibilities shared out, notably amongst the main parties concerned? 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??

II.11. Transversal themes

To what extent does the project address issues related to gender, good governance/human rights, the environment??

Examples of issues:

Gender:

- Does the project accord sufficient consideration to relations between men and women?

- To what degree do women and men have access to the resources and control the resources and benefits of the project?

- Are women involved and consulted at each stage of the planning and implementation of the project (are there female members of the project team and directly represented amongst the partners, as well as amongst the beneficiary population)? 

Good governance/human rights

- Does the project strengthen the legitimate local authorities and the local good governance mechanisms?

- Does the project help to consolidate the participation of the local population in the decision-making processes? 

- Does the project take into account the (political, structural and cultural) causes for the failure to uphold human rights?

Environment

- What are the environmental impacts associated with the implementation of the project?

- Does the project contribute to improve the environmental conditions of the local populations? 

- Is the technology used appropriate?

Since 1 January 2010, the Ministry has been required to submit more detailed statistics to the OECD’s Development Assistance Committee (DAC). In order to collect the required data for the project objective (specific objective), the Development NGO must indicate the targeted sector and the degree to which this responds to the horizontal markers (gender, good governance, capacity-building, environmental aid, biodiversity, climate change, adaptation, mitigation, fight against desertification).  This data must be recorded on a register specifically designed for this purpose, which must be included with every request for co-financing. The relevant explanations may be found on the website of the coopération luxembourgeoise (see bottom of the page for details).

II.12. Follow-up and evaluation

1) Follow-up (How will the follow-up process be implemented?)
- How and by who will the follow-up be organised in the field (by the local partner and/or the decentralised structure of the Luxembourg NGO)?

- How many visits have been scheduled over the course of the project’s duration?  (1 two-person visit per year is eligible)

- Has any form of external follow-up been envisaged?

- How frequent will the reporting be?

2) Financial Audit 

Do you envisage undertaking a financial audit? If this is the case, when will this happen?  

3) Evaluation (what is the approach envisaged with regard to the evaluation of the project?)
- Self-evaluation? An evaluation carried out jointly by the Luxembourg NGO and the support NGO? 

- Peer evaluation (by other NGOs)?

- Will there be an independent internal evaluation either during (a mid-term evaluation) or after the project (ex post evaluation)? 

- If an evaluation has been envisaged, the Development NGO must submit the evaluation report to the Ministry.  

II.13. Sustainability and risks
SUSTAINABILITY

Analyse the project’s sustainability in relation to its social and economic aspects, as well as the consideration given to an exit strategy. 

Examples of questions to be addressed: 

1) Social sustainability 

Is there any evidence to show that the (political, religious, traditional, …) authorities are really supporting the project?

Does the project take the local socio-cultural environment into account? 

Is the project making a long-term contribution to the capacity-building of the beneficiaries?

Does the project take into account the most vulnerable and/or discriminated against in the social context in which the project is taking place, without reinforcing the existing social inequalities?

2) Economic sustainability

Does the project generate any recurring costs (maintenance/operating costs)? If this is the case, who bears these costs?

Will the project naturally produce economic and financial returns on a sustainable basis? If so, will these returns (partially or entirely) continue to generate the desired results on a sustainable basis  for a reasonable period of time after the project?

Is there a financing strategy beyond the long-term support provided by the NGO (for example, certain parts or the entirety of the project may be handed over to the local authorities, other donors may be sought out, the integration of the project within an existing provision)? 

3) Is there an exit strategy for the NGO and/or the partner?
RISKS

Are there any internal or external events that may place the achievement of the project’s expected results at risk?

For example:

- Political or socio-cultural opposition to the project? 

- Disruption caused by possible natural disasters

- Political and/or economic instability?

III. LOGIC FRAMEWORK 
	
	Intervention Logic
	Objectively Verifiable Indicators
	Sources of Verification
	Assumptions

	Overall objectives
	
	
	
	

	Project purpose
	
	
	
	

	Results
	
	
	
	

	Activities

	
	
	
	

	
	
	
	
	Pre-conditions




Logic framework prepared by:____________________

In collaboration with:_________________

Date:____________________

It is appropriate to indicate the TAO’s intervention here.

IV. FINANCIAL PLAN

The NGO is required to complete the budget schema and the financing plan.

BUDGET SCHEMA

	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
	
	


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. 

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 a DC (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 DC 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 DC, 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).

If a piece of land or building has been donated, then the following documents are required: 

1. Certified copy of the property title, clearly indicating the name of the legal owner.  

2. Certified copy of the document used to grant the land to the NGO partner, duly signed by the owner and notarised.

3. Certified copy of official document issued by the appropriate local governmental body, stating the value of the land.   

The value of the land eligible for co-financing is limited to the surface area used for construction or for the project.      

IV.3. Variable 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 in point 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 interim/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 in 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
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 project identification, planning and organization activities 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 support documentation or relevant invoices and official receipts (ORs) since, by definition, they have taken place before submission of the co-financing request.

This includes the cost of the assistance provided by the TAO, an invoice for which should be appended to the request. 

IV.4.2. Follow-up Costs 

Total costs related to the follow-up during the project, e.g. site visit by a representative of the NGO in charge of the project. 

Including the costs related to the assistance provided by the TAO for the drafting of the annual and final reports. 
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 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, but may be included in the reimbursement of administrative costs.    

Total

Sum of costs indicated from items IV.1. to IV.4.

FINANCING PLAN SCHEMA

To be broken down across the number 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)
	
	
	
	


The local contribution (4) must not be higher that the contribution of the Luxembourg NGO (2+3) under any circumstances.

It should be noted that the supporting documents (extract from the Grand Livre des recettes du partenaire – the partner’s revenue Ledger) regarding the source of the local cash contribution should be provided if available and if this is not the case then they should be included with the final report at the very latest.

In the absence of any documentation regarding the origin of the local contribution, this is not eligible.  In fact, the local cash contribution may not be provided by a donor/institution in the North.    

I.  Profile of the Luxembourg NGO





Project Description
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