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INTRODUCTION



INTRODUCTION

CONGRATULATIONS AND MABUHAY! You have just signed a
Grant Agreement to implement a project under USAID’s
Private Voluntary Organization (PVID Co-Financing

Program.

Thie manual is intended to help you understand the
provisions stipulated in that Grant Agreement. It
. emphasizes the need to establish adequate accourntability
and control over the USAID and Counterinrt funds to be
used in the project. PVOs participating :n '"'5AID's Co-—-

Financing Program must necessarily have:

1.) An acceptable accounting system,

2.) A financial management system that meets the

standards for fund control and accountability,

and

3.) The ability to maintain systems and
procedures that will minimize the time
elabsing batween the trans{er of funds and

the disbursement thereof.



To participate in the USAID PVO Co-Financing Program,
a PVO must have:

i'\L NAcceptable accounting
9 system

%@I‘V]'E Fioancial management
9

system

(- Ability to implement
15 and maintain systems

and procedures
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THE ROLE OF PVO PROJECT MANAGERS
AND USAID PRQJECT OFFICERS



THE RMMLE OF PROJECT MANRNGERS
AND PROJECT OFFICERS

PVO Project Managers and USAID Projert Mfficers have

the common goal of attaining project v icctives and
success., They do, however, reprosent  different
entities and hava different assigned roles. It is
therefore essential that their <.y tive roles,
responsibilities, functions, and i tvr .= with each

other be clearly defined and undersinodg,

THE ROLE OF THE PVI? PROJECT MANAGER

The PVO Project Manager is the approupriately designa-
ted official of the recipient PVU charged with overall
management of a given AlD-financed FVYU Grant. This
principle is consistent with the 'collaborative style"
of economic assistance and the ccognition that
development itself 1s a Philippine responsibility.
This basic precept is set forth on page 1 of the AID

Project Officers’ Guidebook (1982 Edition Revised) and

various AID policy enunciations.



ROLE OF THE PVO PROJECT MMWNGER

N. Implement the Mrodect.,

C. HMake .operational decisions. /ﬁ
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The precise role of the PVO Project Manager is a
matter determined largely by the PVO + Grantee.
Generally, the rcle assigned to the PVO Project Mana-
ger is to implement the project, supervise and make
operational decisions. The extent of this role,
including the level of responsibility, degree of
supervision and latitude of decision making, varies
from project to project and is limited only by the PVO
Grantee itself and the parameters af the Grant

Agreement.

THE ROLE OF THE USAID PROJECT OFFICER

In contrast to the PVO Project Manager, the role of
the USAID Project Officer has been set by the Chief of
O/FFPVC and is defined as that of the USAID monitor
of the project and the facilitator of USAID actions
required to support the project. The US5AID Project
Dfficer is the PVY0O Grantee's primary contact with
USAID and is responsible for performing the following

functions:

A. Monitor all aspects of the Grant: review quarterly
progress reports and conduct on-site reviews in

order to (1) assure complete USAID familiarity



with the project, (2) insure that progress towards
project objectives is being attained in general
accordance with the project implementation plan,
and (3) insure that the project 1is being
implemented in compliance with the terms and

provisions of the Grant Agreement;

Maintain liaison with the PVD and provide general
guidance to PVOs on AID requirements and

procedures;

Analyze PVYO requests for quarterly cash advances
to assure that (1) estimated requirements are
reasonable to cover a 90-day period, (2) the
projected use of the advance of funds 1s {in
accordance with the approved budget of the Grant,
and (3) the liquidation report for the penultimnate
quarter has been received and aspproved prior to

issuance of any further cash advances;

Analyze quarterly liquidation reports to assure
that AID funds are being expended for authorized
uses 1in accordance with the budget implzmentation
plan and the terms and provisions of the Grant

Agreement



Review vouchers, recommend their administrative
approval to the Chief of O/FFPVC, and facilitate
their processing throug!: USAID to assure timely

payments to PVOsj;

Discuss with the PVO any problems which are
identified in the monitoring process and assist
with the resolution of praoblems of concern to

USAID;

Coordinate actions required to effect the issuance
of Grant Amendments by working closely with the
PV0O, USAID Project Development Officers, the Chief

of O/FFPVC, and other USAID elements involved; and

Prapare project status reports and make recommend-
ations to the Chief of O/FFFVC as are deemed

necessary and appropriate.



ROLE OF THE USAID PROJECT OFFICER

\USA ID

Cﬂ* e
Monitor all aspects of the Grant.

Maintain liaison with the PvO
and provide general guidance to
PVOs on Al1D requirements and

procedures.

Analyze PVO requests for quarterly
cash advances.

Analyze quarterly liquidation
reports.

Review vouchers, recommend approval
to the Chief of O/FFPVC.

Discuss with PV0O any problem.

Coordinate actions required to ef-
fect the issuance of Grant amendment.

Prepare project status reports and
make recommendations to the Chief
~f O/FFPVC as are deemed necessary
and appropriate.






FINANCIAL PROVISIONS OF A GRANY AGREEMENT
During the implementation of a Grant Agreement, the following
financial provisions should be considered by the Granteeas
1. USAID FUNDS
A. LIMITATIONS
The funds provided under a Grant Agreement will be used
to finance the items set forth in the budget approved
by USAID. The USAID contribution to a project is speci-—
fic 1in amount and will not exceed the amount specified
and agreed upon. The PVO is required to contribute a
Counterpart amount# of at least twenty-five percent (25%)
of the total project cost which may be in cash or in

kind. This amount is made specific in the Grant.

The Grantee will not expend USAID funds in excess of
the amount obligated under a Grant. Budget line items,
exxcept for "Other Direct Costs" (see below) may be
adjusted upward or downward without prior approval from
USAID if the adjustments do not exceed twenty—-five
percent (23%) -in the aggregate. Adjustments that exceed
257 in the aggregate require prior written approval from

USAID-

All expenses chargeable against "Other Ulrect Costs”

require written approval of USAID prior to the release of

e S € T B T b o i o o e Lk s s S i St S ()

# Counterpart - cash and other items or services pro-
amount vided by the PVO in carrying out
project activities under the Grant.
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Can be sourced for other
costas not originally bud-
geted but are necessary
for the project’'s success.

OTHER DIRECT COSTS




R.

EXCHANGE RNATE VARINANCE

The Fhilippine peso to American doliar exchange
rate to be used is specified in the Grant Agreement.
I+ the exchange rate varies so that the amount of
dollars necessary to purchase the pesos specified in
the final peso budget is greater than the amount
stated in the Grant Agreement, then the U.S. dollar
limitation stated in the Agreement shall be the
controlling limit to USAID's commitment. On the other
hhand, if the exchange rate varies so that the amount
of dollars necessary to purchase the pesos speci fied
in the {inal peso budget is less than the amount
stated in the Grant Agreement, the remaining dollars
may be used to purchase pesos for jus=tified peso cost
increases over and above peso costs listed in the
ariginal  peso  budget, if approved in writing by
usnip, and provided that Grantee Counterpart

contributions are adjusted accordingly.

The parties may aqree, in writing, to increase the
dollar limitation contained in the Grant Agreement
if it appéars that additional dollars are needed to
purchase the pesos necessary to achieve the project
objectives and provided that such dollars are

available to the projeck for this purpose.



USAID-PVO
AGREEMENT

AMOUNT OF GRANT
$ 100,000= P 2,000,000

EXCHANGE RATE.

!}

IF THE EXCHNMNRE

50 THAT

1

IF THE EXCHANGE RATE VARIES

THE AMOUNT

$1 = P20
e ;én’
RNTE VORIES
THE  AMOUNT oF S0  THAT
FLUR- DM.LNARS NEEDED

DOLLARS MECESSNRY TO
CHASE THE FESOS

SPFECIFIED

IN THE RUDGET INCREASES,

THE DOLLANAR

SFECIFIED IN

LIMITNATION,

AL
FHIZ NGREEMENT,

WILL BRE FOLLOWED.

$1 = P 18
$ 111,11z P2000,000 | |$100,000= P1,800,000
£100,000  (EQUIVALENT 10
r 1,800,000 IS THE DOLLAR
LIMITATION.

oF
TO PURCHASE

THE PESOS DECREASES, THE

REMNAINING
USED TO
LIGTED IN
NEPROVED
US5AID.

THE

$1

DOLLARS MAY
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IN WRITING
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PESO COSTS
BUDGET, IF
BY

P22

$ 90,910 £ 2,600,000

$ 100,000 = £ 2,200,000

X

v

THE UNUSED $9,070. 00
(¥F100,000-$90,91@) MAY BE
USED T0 FUND PESO

COSTS LISTED IN  THE BUD-

BGET
NFFROVAL

NFTER USAID s

WRITTEN
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SEPARATE BANK ACCOUNT

USAID Afunds from thi; Grant may not be mingled
with other Grantee owned or controlled funds
including other resource funds. The Grantee will
deposit all USAID cash advances in a separate,
non-interest bearing bank account and will make
all disbursements for goods and services under the

budget line items from this account.



2.

The same bank but under separate accounts.

USNID funds shall not be mingled with other Grantee
funds,

UaNID fiands shall he deposited in a separate, non-
interest bearing bank account,

Disbursements from this account shall be in accor—
dance with the budget line items as approved for
the project.



PAYMENT PROCEDURES

USAID RELENSE DF ADVANCES

Nn advance of funds equivalent to an amaount
necessary for ninety (a) days of project
expenses may be requested by the Grantee (see
Request for Cash Advance, PVO Form 3, Exhibit 3).
Grantee’'s i1 equest must show monthly breakdown of
the advance being requested and be submitted at
least one month before the period covered by the

advance.

Grantee submits Request for Cash Advance thirty
(30) days before the start of the nuarter.



PROJECT
\_ OFFICER

Checks request and implemeniation plan
Recommends approval

PVO OFFICE

APPROVAL

‘CONTROLLER'S \
OFFICE

Verifies and prepares check



DISBURSEMENT OF USAID FUNDS

Grantee should disburse USAID funds in accordance
with the budget line items of the project. The
following provisions should be considered in the

payment of salaries, wages and consultant’'s fee:

- Personnel budgeted under a Grant will work
full-time on the project unless ptherwise
indicated. Salaries and wayges are to be set
forth as separate line itemsg for each

position.

- Each consultant's*fee must be set forth as a

separate line item.

- Payment of honoraria is not allowable.

* Consultant - expert or professional hired by
the PVO for temporary technical
services.
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YES: > Disburse

Within budget 7 emmm

funds

Don't
NO. > disburse

funds

Grantee should disburse USAID funds in accordance
with the budget line items approved by USAID.



PROJECT EXPENSES
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PERSONNEL COST

|

MONITORING and EVALUATION

TRAINING LOAN FUND

Can be sourced for other
costa not originally bud-
geted but are necessary
for the project’'s success.

OTHER DIRECT COSTS

Grantee should disburse USAID funds in accordance
with the budget line items approved by USAID.




LIQUIDATION OF USAID ADVANCES

The Grantee shall submit a quarterly certified
Expenditure Report (also called a Liquidation Report,
Form 4, Exhibit 4) indicating all costs in accordance
with the budget line items of the project. Copies of
pertinent supporting documents (ife. receipts,
invoices, travel authorizations, purchase orders,
payrnll sheets, used tickets, etc.) and other
financial statements and certifications may be
required. The quarterly financial reports should
include the running total of Counterpart contribution
and a summary of Counterpart expenditures for the

quarter.

Expenditure Reports are to specifically include the
following detailed information:

- Salaries and wages are to be set forth as
separate line items for each position, indicating
the incumbent’'s name, whether full—-time or part-—
time (i.e. one—-fourth, one-half, etc.), rate of
pay and total cost for period claimed.

-~ The fee paid a Consultant who is hired by the PVO
must be set forth as a separate line item which
clearly indicates the type of consultancy service,
the consultant’s name, period of time employed,
rate of pay (i.e. hourly, daily, weekly, monthly,
etc.), and total cost for period claimed.

- Payment of honoraria, however designated, is not
permitted.

20



The Expenditure Report must be treated as a separate
report from the Request for Cash Advance. Il.iquida-
tion of a previous advance is not necessary before
USAID can grant a subsequent advance. The Grantee
does not have to submit a Request for Cash Advance

simul taneously with an Expenditure Report.

However, USAID wiil not provide a third advance
without liquidation of the first advance. At no time
can a Request {for Cash Advance be processed by USAID
if the next-to-last cash advance has not ‘et been
liquidated. Reports on expenditures to liquidate
advances must be submitted to USAID within one month
following the close of each guarter. Any portion of
the advance not liquidated by the final Expenditure
Report {iled under the project, must be refunded
within ninety (90) days after the project completion
date in the form of a check payable to the “Treasurer

of the United States".

2i



ILLUSTRATIVE SCHEDULE FOR SUBMISSION
OF REQUEST FOR CASH ADVANCE & EXPENDITURE/LIQUIDATION REPORT

?2nd Quarter 3rd Quarter 4th Quarter

ist Quarter

Submit ExpendituresLiquidation Report of Fourth Advance

M
N

=

<

=

8)

i}

o

>

O . . . - . -~y .

= Submit Expenditure/Ligquidation Report of Third Advence

[

'8)

o

o ~ . = , .- - -

w Suswit rourtn Regquest for (ash Advance (Mo Fourth Advance

e vill be pravided without Tiauidation of Second Advance)

S

q " Submit Expenditure/Liquidation Report of Second Advance

-

>

o

g Submit Third Request for Cash Advance (lio Thirc Advance.

S will be provided without Tiquidation of First Advance)

<

=2 e Sucmit txpenditure/Liquidation Report of First Cesh Advance
\r_ﬁ

@

L

<

«

< .

= A Submit Second Request for Cash Advance
N

m

37}

w

P

q

]

&)

m . .

o Submit First Request for Cash Advance
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E.

INTEREST INCOME FROM USAID CASH NDVANCES

Cash advances from USAID should naot earn
interest. In cases where cash advances earn
interest, such interest cannot be considered

program income. Grantee is required to submit all
interest income earned from cash advances to

usnID.

23



INTEREST FRUM USAID CASH ADVANCES

USAID cash advances to

Grrantee should not earn
interest.

ITn casrs where cash
advances earn in-
terest

Grantee is required to subhmit all
from cash advances to USAID.

Interest from cash

advances are
prograin income.

24

interest income

NOT considered



2. COUNTERPART CONTRIBUTIONS

A-

LIMITATIONS

The Grantee should be guided by the +following
questions before 1including any - account as
Counterpart contributions

Are Counterpart contributions

—- wverifiable from the Grantee’'s recdrds?

- necessary and reasonable for proper and

afficient accomplishment of project objectives?

- types of charges that would be allowable?

— provided for in the approved budget when

required by USAID?

— dincluded. as contributions for any other USAID

funded project? #

— paid by i:he U.S. Government under another Grant

or Agreement? %

— in conflict with other provisions? %

* If so, these are unallowable Counterpart
Contributions.

25
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1-

VALUAT IONS

IN-KIND CONTRIBUTIONS

Services Volunteered to the Project

Volunteer services may be counted as

counterpart if the service is an integral and

necessary part of an approved budget.

The approximate value of the individual ‘s time

is based on local salaries paid for similar

services multiplied by the amount of time

actually spent on the project.

Commodi ti es

Contributions can be calculated either bys

Using an acceptable method of deprecia-
tion,based on the original purchase price
and estimated 1li{fe of commodity, the
depreciation accumulated during the Grant
period becomes the contributiony or

The approximate local value of similar
commadities, if rented locally, can be
considered the value of the contribution.
(For items purchased new, solely for the
project’'s use, the contribution is
described in the succeeding discussions).

27



? Services

Commoditiec

28

BASIS OF

COMPUTING VALUE

1)

2)

Local salaries
paid multiplied
by number of
hours/days spent
on the project

Using PVO’s
method of
depreciation,
accumul atrd
depreciation
during the
Grant period
becomes he
contribution,
or

Approximate
local value
of similar
commodi ties.



Ce.

Use of Space and Land

The value of donated space for office use and
meetings shall not exceed the fair rental
value of comparable space. The value should
be established based on an independent
appraisal of comparable space in a privately
owned building in the same locality. 1I¥
rent is actually paid for office space, it is
considered a cash contribution as discussed
in the succeeding topic. The provision of
land for agricultural projects should be

calculated based on its fair market value.

29



BASIS OF

(48— 33

1) Local Rent
Scale

ze of
Space
2) Fair Market
Value

g
L
= N
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2.

CASH CONTRIBUTIONS

Cash Funds

B Ll L S p——

Actual value of cash fund to be contributed.

Service Provided by Individuals

Actual salary paid the individual, including
all benefits, multiplied by the percentage
of time actually spant working on the
project.

Consumables

;;;-_;;;;;;ables such as per diem, office
supplies, etc., are calculated at actual

value.

Commodities

For items purchased new, solely for the
project’s wuse, the purchase price is the
contribution, but no depreciation is
considered.

Rent, Electricity, Water, Legal
and Other Service Fess

—— ——

Rent and other service fees are based on
the actual amount spent for these services
(usually the total bill times the
percentage D; space'or amount of time spent

for the project).

3



TRIBUTION BASIS OF
CASH CON PAYMENT FOR COMPUTING VALUE

Cash funds Actual value of
cash contributed

Actual salary
paid including
all benefits mul-

Services tiplied by %Z of
time actually
spent an the
project

Consumables Actual value
ar
Commodi ties OR
(purchased
new, solely Purchase Price
for project’'s
use)
_\\
i:Electricity, Actual amount
| “water, rent spent mul ti-—
“2 and other plied by 7% of
“/VA\ services amount or space

for the project




CI

OTHER DIRECT COSTS

A Counterpart contribution of other direct
can be provided in.cash or in kind as

during the life of the Grant. Generally,
direct costs are limited to 10Z of the

Counterpart contribution.

Represents cash or in kind
contributions made during the
life of the Grant which are not
originally included in the
approved budget but are
necessary for the attainment of
the piroject’s objectives.

OTHER DIRECT COSTS

33

costs

needed

other

total



D. OTHER FUNDS

Other funds to be used during the 1life of the.

project, such as generalized activity funds to be

proyrammed in detail during the life of the Grant,
programmed, will

can be cash or in-kind, and when

be calculated based on the foreqoing discussion.

PROJECT COSTS

FEnToOnnL Coot

T
N 74
NN TN [
U‘
1

TRAINING

FOUHEMENT and COMNBAMAATIES

MONITORING ond EVALUAT

1 4 N

___UJ{

LOAN FUND

Papr peents cosh pe In bin
tontr fhutinne  sede dur e
the 1tie af tne G pn1
which  are nat  wrigtnall
frctuded in the approve
budget hut ere necsvsar
for the attelrernt of th
project w ohjectives,

OTHER DIRECT COST
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3.

BOOKS OF ACCOUNTS

Grantee shall keep and maintain separate financial
accounting records for USAID funds. Books of accounts
will be available for inspection by USAID
representatives at any;ime durinag the life of the

projecy under the Grant. Audit rights are retained by

UsAlID for up to three (3) years after completion of  the

project.

JOuRd¥l. FYov.

Set A ~ For General Funds and/or (Other Funds

35




* Accounting records for USAID Grant funds musﬁ be
separated from the records of other funds. |

* Books of accounts will be available for
inspection at° anytime during the tife of the
project by USAID representatives.

* Audit rights are retained by USAID for up to

three (3) years after completion of the project.

Set B - For USAID Grant Funds

3§



4.

PROGRAN INCOME
Grantee is authorized to use program income for
program purposes rather than refunding to USAID

provided the income is used to continue and/or expand

the activities originally planned. Program income
earned through USALID funded activities may
revert to a "revolving fund". This income may be

used by the Grantee in the above-mentioned ways,
without accountability to USAID after "~ -ramination of
the project period, provided that prior to the
expenditure of such reflows the Grantee informs USAID
af the plan of operations and keeps USAID informed of
actual activities for the life of this project.
Project funds or cash advances are not supposed té
earn interest, except in the case of ¢funds loaned
nder the cap:tal assistance or credit component of
the project. Interest on cash advances cannagt bé
considered program income and chould be refunded to

USAID.

wz



FROGRAM INCOME

Reneficiary pays loan (principal amonnt
plus interest) to Grantee

Program Income

|

To continue or
expand activities

For other develop-
ment programs  of
the PVO

- Program Incaome includes:

* Interest earned from loans extended to beneficiariess;
* Income from sales proceeds of products.

— BGrantee shall inform USNAID of plan of operations prior
to expenditure of program income.

— Brantee shall keep USAID informed of actual activities.

38



5. BUBPROJECT CLOSE—OUT PROCEDURES:
This Section prescribes uniform close-out procedures

for PVO Co-Financing Grants.

A. The following definitions shall apply for the
purpose of this section: 1) Close-out. The
close-out of a Grant Agreement is the process by
which N1D determines that all applicable
administrative sections and all required work of
the Grant Agreement have been completed by the
PVO Grantee and AID. 2) Project Assistance

Completion Date (PACD). The Project Assistance

Completion Date is the date on which all work
under the Brant Agreement is completed or the
date on the award document, or any supplement or
amendment thereto, on which AID sponsorship
ends. 3) Disallowed Costs. The Disallocwed costs
are those charges to a GBrant Agreement that AID
or its representative determines to be unallo-
wable in accordance with the applicable federal

cost principles or other conditions contained in

the Grant Agreement.

B. AID close-out procedures include the following
requirements: 1) Upon request, AID shall make
prompt payments to a PVO Grantee for allowable

reimbursable costs under the Grant Agreement

39



being closed out. 2) The PVO Grantee shall
immediately refunc any balance or unobligated
and unencumb=red cash that AID has advanced or
paid and that is not authorized to be retained by
the PVO Grantee for wuse in other Grants or
Agreements. 3) AID shall obtain from the PVO
Brantee within ninety calendar days after the
agreement, any financial, final evaluation, and
other reports required as a condition of the
Grant Agreement. 4) The PVO Grantee shall account
for any property acquired with AID funds or
received from the Government in accordance with
oMB Circular AID-11@ entitled “Property
Management Standards." 3) In the event a final
audit has not been performed prior to the close-
out of the Grant Agreement, AID shall retain
the right to recover an appropriate amount after
fully cénsidering the recommendation an
questioned costs, resulting from the final

audit.



CLISE-OUT PROCEDURES

N, If PVO Grantee’'s expenses exceed USAID Cash

Advances.

PVO USAID
GRANTEES CASH
EXPENSES ADVANCES

N

PVO Grantee shall request USALID for reimbursement
of allowable costs under the Grant Agreement being
closed-out.

4]



e:

PVO . USAID
GRANTEE'S CASH
EXPENSES ADVANCES

P

The PVO Grantee shall immediately refund any
balance or unohligated and unencumhered cash that
usat1n has advanced or paid and that is not
authorized to be retained by the VO Grantee for
use in other Grants or Agreements.
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NID shall obtain from the PVO Grantee within
ninety (9@) calendar days after the close-out
agreement any financial, +final evaluation, and
other reports required as a condition of the
Grant Agreement.

FINAL AL -

[[MATICNR oY
Frwpls
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D. 1he PV0O Grantee shall account {for any property
Aacquired  with  NID funds or received from the

aovernment .

E. Final Nudit on the FVO Grantee.
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F. AID <chall retain the right to recover an appropriate
amount after fully considering the r ecommendation on
questioned costs resulting from the final audit.
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REQUIREMENTS



REPORTING REQUIREMENTS

1. Immediately after the approval of the Grant, the PVO is

required to submit to the USAID Project Officer* one

copy of each of the following:

A.

IMPLEMENTATION PLAN

The Implementation Plan is a listing of scheduled
activities of the project from the start of its
implementation up to the completion stage. The
Implementation Plan will include activities gsuch as
the gathering of baseline data, training, etc., and
will 1list the individuals who are responsible {or

every activity, timeframe of each activity, related

tudaet line items from both USAID and Counterpart
éfghd$§“ and other resources needed to support the

activity.

* The Project Ufficer is the AID official responsible
for initiating, implementing and monitoring the
performance of a Contractor or Grantee in achieving
the ends of the project.



FIRST REQUEST FOR CASH ADVANCE

Together with the Implementation Plan, the PVO must
submit the first Rédquest for Cash Advance by using
Form 3 (Exhibit 3). As previously stated, this
must be submitted to the USAID Project Officer
upon approval of the Grant Agreement. This request
must show the monthly breakdown of projected expenues
for the first quarter. (For discussion of subsequent
Requests for Cash Advance, see page 35: Q(uarterly

Request for Cash Advance.)
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2.

Within six (6) months from date of signing of the
Grant Agreement, one copy of each of the following

reports must be submitted to the USAID Project Officers

A. EVALUATION PLAN

The Evaluation Flan will indicate the purpose of the
evaluation, what aspects of the project will be
evaluated, how the evaluation will be carried out,
who will participate in the evaluation, and when the

di fferent evaluation activities are scheduled.

A series of evaluations may be undertaken by the PVO

to meet program requirements.

B. BASELINE REPURY

The Baseline Report should provide a socio—-economic
profile of the beneficiaries in relation to the
broader population. The Baseline Report should focus
on the key indicators necessary for evaluating and
monitoring the progress, results and impact of the

project.
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3.

QUARTERLY REPORTS

A-

Thirty (30) days BEFORE the start of the quarter,
one copy of each of the following reports must be

submitted to the USAID Project Officer:
a. QUARTERLY IMPLEMENTATION PLAN

This report outlines in detail the activities to
be undertaken during the next quarter, the persons
responsible for such activities and the budget
required to carry out these activities. To prepare

this report,the PVO must use PVO Form 1 (Exhibit 1),
b. QUARTERLY REGWEST FOR CASH ADVANCE

This request, prepared by wusing PVO Form 3
(Exhibit 3), must show the monthly breakdown of
the budget 1line items that are required for the
next quarter. It has to be emphasized that ¢the
Request for Cash Advance must be submitted at
least one month before the period covered by the
cash advance. USAID needs at least one (1) month
to process such request. In the event
disbursements by the PVO are tfaster than
projected, the .PVO should request the next cash
advance prior to the regular schedule to ensure

that funds will not run out.
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B.

Within thirty (30) days AFTER the end of the quarter,
one copy of each of the following reports must be

submitted to the USAID Project Officer:s
a. QUARTERLY PROGRESS REPORT

This report must include a discussion of the status
of project implementation and must fully describe the
project activities by making a comparison between
planned activities and actue! activities. This report

must be prepared by using PVO Form 2 (Exhibit 2).
b. RUARTERLY EXPENDITURE REPORT

This report must indicate all costs incurred during
the past quarter which are in accordance with the
budget line items of tho project. This report should
include the running total of both USAID funds and
Counterpart ;nntribution and the actual expenditures
for the quarter drawn against the USAID funds and the
Counterpart contributions. This report must be

prepared by using PVO Form 4 (Exhibit 4).
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The Expenditure Report, which is also called Ligquidation
Report, should specifically include the following
detailed information:

b.1 Salaries and wages are to be set forth as separate
line 1items for each position, indicating the
incumbent ‘s name, whether full-time or part-time
(i.e. one—-fourth, one-half, etc.), rate ot pay,
and total cost for period claimedj

b.2 The term Consultant’'s fee 15 to be used in
appropriate cases. The fee paid a Consultant who is
hired by the PVO muzt be set forth as a separate
line 1item which clearly indicates the type of
consul tancy service, the consultant’'s name, period
of time employed, rate of pay (i.e., hourly,
daily, weekly, monthly, etc.) and total cost for
period claimed.

b.3 Payment of honoraria is not permitted regardless of

designation.

The Expenditure Renurt or Liguidation of Advances must
be treated as a separate report from the Request for
Cash Advance, that is, liquidation of a previous cash
Zdvzonce is not necessary before USAID can grant an
advance for the following quarter. However, USAID will
not provide a third advance before the next-to-last cash

advance has been liquidated.
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The Expenditure Report must be Prepared by using PVO
Form 4 (Exhibit 4) and must be certified by the PVO
authorized representative. Copies of pertinent
supporting documents (i.e., receipts, invoices, travel
authorizations, purchase orders, payroll sheets, used
tickets, etc.) may be required as well as other

financial statements and certificotions.

If Expenditure Reports are found by USAID to have any
discrepancies, the PVO is informed in order to correct
such discrepancies and avoid any delay in the processing

of its Request for Cash Advance.
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4, YEARLY REPORTS®

A‘

AUDITED FINANCIAL BTATEMENTS

The Grantee must submit to the USAID Project

Officer one copy of the annual financial
statements of the Grantee. These financial
statements must be audited by an independent

Certified Public Accountant. These must be submitted
within four (4) months after the end of the

accounting year.
ANNUAL. BUDGET

The Annual Budget is the projected cperations of the
Brantee interpreted in financial terms. It will
include all projects of the Grantee to be 1mp1gmented
for the ensuing year. It will present the expected
monthly revenurs and expenses of the Grantee. One
copy must be submitted to the USAID Project Officer

during the first month of the budget year.

* Necessary to maintéin statugs as a UsAID

registered PVO.
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S.

FINAL REPORTS

A.

FINAL EVALUATION

The Final Evaluation will analyze the effectiveness
cf the project processes and the potential and actual
impact this project will have and has had on target
beneficiaries, especially on their capability to
manage their own development within a community
context. Project activities and their results will
be analyzed in such a way as to enable other
interested caommunities and organizations to determine
if the methodologies used are appropriate and
feasible for expansion and/or replication. One copy
of this report should be submitted to the USAID
Project Officer within nir=zty (90) calendar days

after the Grant Completion Date.
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B'

FINNL REPORT

The Grantee will prepare a detailed Final Report of
the project based on the experience gained through
the life of the project. This report will document
project experience including all conditions and
factors which have affected the progress of the
project. This report will also indicate which of the
project activities will continue to operate under
direct management and supervision of the Grantee
and/or ather indigenous groups. The report will be
designed as a basic resource document for possible

replication in similar areas by other groups.

The PVO has the option of consolidating the Final
Report and the Final Evaluation Report but must
indicate the desire to do so to the USAID Project
Of ficer before the completion of the Grant. One copy
of this report should be submitted to the USAID
Project Officer within ninety (9@) calendar days

after the Grant Completion Date.
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1.

BANDATORY PROVISIONS OF A
GRANT ACREEMENT

ALLOWNABLE COSTS

The Grantee will be reimbursed for costs incurred in
carrying out the purposes aof the Grant where those costs
are determined by the Grant Officer* to be reasonable,
allocable, and allowable in accordance with the terms of

the Grant and applicable cost principles.

a) Reasonable. Shall mean those costs that do not
excernd those which would be incurred by an
ordinarily prudent person in the conduct of normal

business.

bh) Allocable. Shall mean those costs which are

necessary to the Grant.

c) Allowable. - Shall mean those costs which must con-

form to any limitations set forth in the Grant.

* Grant Officer - The Contract or Grant Officer is
the AID c¥ficial (Director or CO)
who 1is autiiorized to enter into
and administer contracts, grants
or cooperative agreements on
behalf " of AID. He is the only
official authorized to obligate
or bind the Government to an
agreeement.



ALLOWABLE COSTS

Costs which are:

# Reasonable

# Allocable

# Allowable
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d)

Unallowable costs, direct or indirect, include but
ara not 1limited to the follaowing examples:
advertising, bad debts, contingencies, entertain-
ment, fines and penalties, interest on loans taken
out by the PVO firm in connection with other
business activities not directly related to the

Grant, fund raising, investment management costs,

losses on other awards, taxes, first-class air
fare unless specifically appraoved, certain
relocation costs, professional  service costs

incurred in connection with litigation against the
U.8. Government, and organization or reaorganization
costs. Additionally, public information service
costs are unallowable as indirect costs. The
applicable cost principles do authorize some of the
above-listed unallowahie costs in appropriate
circumstances. Prior te incurring a questionable
or unique cost, the Grantee shrnuld obtain written
notice from the Project Officer that the USAID
Grant Officer has (or has not) ruled the cost as

allowable.
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UNALL.OWNBLE COS1S

Ndvertising

Bad Debts

Contingencies

Entertainment

Fines and ponal ties

Interest

Fund Rati~ing

Invectment  tHanagement Costs
Losses oy (Ot her Nvar ds
Tates

First Clams Nir Kare, anless
specificelly approved

Certain Relocation Costs
Protescionat fees in cronnmection
Wwith litigation against the U.S.

Government

Organization and Re-organization
Costs

Public Information Seorvice Costsg

Other Costs determined by the
Grant Officer as unallowable



2.

ACCOUNTING, AUDIT, AND RECORDS

a)

The Grantee must maintain, in accordance with
the Grantee’'s usual accounting procedures, books,
records, dncumenfs. and other evidence which can
substantiate charges to the Grant. The Grantee's
financial management system must provide the

following:

(1) Accurate, current and complete disclosure for
each ANID-sponsored project or program in
accordance with the reporting requirements of
this Grant. UWhile AID requires reporting on
an  acorual basis, the Groantee will not be
required to establish an accrual accounting
system  but should develop accrual data for
its reports through analyzing documentation

on hand.

(2) Records thot adequately identify the source

and application of funds for AlD-sponsored

activities., These records must contain
information pertaining t.o other U.s.
government authorizations, obligations,

unobligated balances, assets, oaoutlays, and

income.
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NCCOUNTING, AUDIT AND RECOURDS

Jotrdve. Aor

Granteas  must maintain bonks, records documents
and nther epvidence in arcordance with generally
accepted Aaccoumbting procedures.

The Grantee’'s financial management =ystem must provide
the following:
* Nccurate, current, complete disclosure,

* Records that identify source anl application
of funds,

% Effective rontrol and accountabitity fo all
funds, proprrty and other asoets,

* Comparisnn of expenditures with budget amounts, and

* Accounting records supported hy documentation.
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(3)

(4)

(3)

Effective control over and accountability for
all funds, property, and other assets. Grantes
must adequately safeguard all such assets and
must ensure that they are used solely for

authorized purposes.

Comparison of actual outlays with budget
amounts for each Grant. Financial information
should be related to performance and unit-cost

data whenever appropriate.

Accounting records, supported by documentation,
that at a minimum, identify, segregate,
accumulate and record all caosts incurred under
the Grant. These records should fully
disclose: (i) the amount and disposition by the
Grantee of the Grant {funds, (ii) the total cost
of the project, (iil) the amount of project
funds supplied by other sources, and (iv) all
other records that will facilitate an effective

audi t.
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h)

c)

The Grantee must preserve these records and make
them available for examination and audit by AID
and/or the Comptroller General of the United
States or their authorized representatives until
(1) the expiration of three years from the date
of termination of the Grant or (2) as long as
necessary for an on—-going audit to be completed
unless written approval has been obtained from
the Grant Officer to disfose of the records.
AID follows generally accepted accounting
principles and auditing standards in determining
that there has been proper accounting and use
of Grant funds. The Grantee agrees to make
available any +further information requested by
AID niith respect to any question arising as a

result of the audit.

The Grantee will require subyrantees to adopt

the standards in paragraph (b) =ztove.
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Grantee must  preserve and makse available all
pertinent records of the Grant for evamination and
Aaudit by URAID and *he Comptroller (faoneral of  the
United States or other authorized representatives.

64



Grantee will also reqguire suhgrantees to preserve
and make available all accounting records for
examination and audit by USNID and the Comptroller
General of the United States or their authorized

representatives.
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3.

REFUNDS

a)

b)

c)

I1If use of the NID funds results in accrual of
interest to the Grantee or to any ather person to
whom the Grantee m;kes AID funds available, the
Grantee must refund to AID the amount of

interest acurued.

Funds obligated by AID but not disbursed to the
Grantee at the time the Grant expires or is

terminated will revert to NID, except for such

funds encunbered by the Grantee by a legally
binding transaction applicable to the Grant. Any
funds disbursed to but not expended by the

Grantee at the time of expiration or termination

of the Grant must be refunded to AID.

If, at any time during the life of the Grant, or
as a result of final audit, it is determined by
AID that funds it provicded under this Grant bhave
been expended for purposes not in accordance with
the terms of this BGrant, the Grantee must refund

such amount to NIDL,
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REFUNDS

. S Granten is required to
/ o refunrd to USAID:

1. Intereat from USALID
Ca=sh Ndvances

I'|l|| IIIII‘ | '\llrl‘ﬂ‘

AT

antend=

2.

3. Funds used in payment
of unallowahble costs

67



4.

REVISION OF GRANT BUDGET

a)

b)

The approved Grant budget is the final expression
of the Grantee’'s program as approved during the

Grant—award process.

The Grantee should immediately contact the Project
Officer to request approval from the Grant
Officer when there is reason to hel ieve that
within the next thirty (30) calendar days a
revision of the approved Grant budget will be

necessary for any of the following reasonsi

(1 (a) To change the scope or the objectives of
the project.

(b) To revise the funding allocated among
the project objectives if the revision
involves maore than 257 of the budget.
(Revisions of 25% or less do not need

prior approval.)
(2) Additional funding is needed.

(3) The Grantee expects the amount of AID
authorized funds to exceed its needs by mare
than $5,000.00 or five percent (5%) of the

AID award, whichever is greater.
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(4) The Grantee wishes to use funds from the

"other direct costs" line item.

(5) The Grantee intends to contract or subgrant
any of the work under the Grant, and such
contracts or subgrants were not included 1in

the approved Grant budget.

€) Except as required by other provisions of a grant
specifically stated to be an exception from this
provision, the Government® shall not be obligated
to reimburse the Grantee for costs incurred in
excess of the total amount obligated under the
Grant. The Grantee is not obligated to
continue performance under the Grant (including
actions under the “Termination" provision) or
otherwise to incur costs in excess of the amount
obligated under the Grant, unless and until the
Grant Officer has notified the Grantee in writing
that the obligated amount has been increased and

has specified the new Grant total amount.

# "Government" as stated above stands for the U.S.
Government which is represented (in your Grant
Agreement) by the U.5. Agency for International
Devel opment.
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REVISION OF GRANT BUDGET

Grantee should immediately contact the Project Officer
to request approval from the USAID Grant Officer when
there 1is reason to believe that within the next fthirty
(38) calendar days, a revision of the approved Grant
Budget will be necessary because the Grantee needs to:

* change the scope of work,

* request more funds, or

#*# restructure the budget.
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S.

TERMINATION AND SUSPENSION

A Grant may be terminated:

a)

b)

For Cause. A Grant may be terminated for cause at
any time, in whole or in part, by the Grant Officer
upoi; written notice to the Grantee, whenever it is
determined ¢that the Grantee has failed to comply

with the conditions of the Grant.

For Convenience. A Grant may be terminated for
convenience at any time by either party, in whole
or ir part, if both parties agree that the
continuation of the OGrant wﬁuld not praoduce
beneticial results commensurate with the further
expanditure of funds. Both parties will agree upon
termination conditions, 1including %*he effective
date and, in the case of partial terminations, the
portion to be terminated. The agreement to
terminate shall be set forth in a letter frym the

Grant Officer to the Grantee.
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c)

Termination Procedures. Upon receipt of and in
accordance with a termination notice as specified
in either paragraph (a) or (b) the Grantee must

take immediate action to minimize all expenditures

‘and obligations financed by this Grant and must

cancel unliquidated obligations whenever possible.
Except as provided below, no further reimbursement
will be made after the effective date of
termination. Within thirty (30) calendar days
;fter the effective date of termination, the
Grantee must repay to the Government all unexpended
AID funds which have not been otherwise obligated
by a legally-binding transaction applicable to this
Grant. If the funds paid by the Government to the
Grantee prior to the effective date of the
termination of this Grant are insufficient to
cover the Grantee’'s obligations in any legally-—
binding transaction, the Grantee may submit a
written cléim covering such obligations to the
Government within ninety (90) calendar days after
the effective date of the termination. The
Brant Officer will determine the claim amount(s) to
e paid by the Government to the Grantee in

accordance with applicable cost principles.
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TERMINATION AND SUSPENSION

FOR CHUSE

(b u

e
& )

Mismanagement of Funds

Failure to comply with
the conditions of the
Grant

~ty 'ﬁ“(f—-—..
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)

Suspension: Termsination for Changed Circusstances.
If at any time AID determ#nes that funding for a
program should be suspended or terminated because
such assistance is not in the national interest of
the United States or that it would be in violation
of an applicable law, then AID may, following
notice to the Grantee, suspend the Grant. AID
will also prchibit the Grantee from incurring
additional obligations chargeable to this Grant,
other than necessary and proper ;osts ir accordance
with the terms of the Srant during the period of
suspension. If the situation causing the suspension
continues for sixty (60) days or more, then AID may
terminate the Grant on written notice to the

Grantee and cancel that portion of the Grant which

kas not been disbursed or irrevocably committed to

third parties. Financial settlement of the Grant
will be governed by the termination procedures

specified in paragraph (c).



FOR CONVENIENCE

N Grant  may be terminated for ronvenience, if both
parties  agreee that  the continuation of the Grant
would not prodoce beneficial reaalts commensurate
with the further evpenditure of funds, or it may be

suspendod 11 assistance is nn longer in the
interest nf thie United Statre nr i f applicable 1aws
have been aaspended,
Termination rocedures:
* Minimize pupendi tures
¥  Erantes repays all unexpended funds within thirty
(Z0) days
aon
¥ Grantee claims unpaid NID obligations within ninety
(700) days=
Suspennsion Crocedures:

¥  Incur no further obligations unless essential

* AlD may terminate after sixty (60) days
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6.

DISPUIES

a)

b)

c)

d)

Nny dispute under this Grant will be decided by
the AID Grant Nificer. The Grant Officer will
furnish the Grantee a written copy of the

decision.

Decisions of the (D Graat OFficer will be final
unless, within thirty (30) days of receipt of the
decision of the Grant Officer, the Grantee appeals
the de-ision to the Administrator of AID. Any
appeal wmade  uodde his provision must be in
writing and addressod to the Administrator, Agency
for lnte: ool fosal Vevelopment,  Washington, D.C.
20523. A copy of the appeal should be concurrently

furnicshed tmn Lhe Oerant Officer.

In connoction vath any appeal proceeding under
this provieion, thm Grantee will be given an
opportunity to be heard and to nffer evidence in

support of its appoal.

A decision under this provision by the
Administraim or an authorized representative
will be final uwunless overruled by a court of

competent jurisdiction.
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DISPUTES

Mny dispute/s under a
Grant shall be decided
by the USAID Grant
Officer

The Grant Officer shall
furnish the Grantee a
written copy of the
decision
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INELIGIBLLE COUNIRIES

Unless otherwise approved by the AID Grant Officer,
no USAID {funds can be uszo to purchase items/com—
modities made by or services provided by
countries ineligible to receive U.S5. assistance
undear the Foreign fAssistance Act of 1961, as
amended, or under Acts appropriating funds for
foreign assistance. The Project Officer will have a

complete list of ineligible countries.
NONDISCRIMINATION IN FEDERALLY ASSISTED PROGRAMS

No person in the Urited States, consistent with the
laws o0f the United States, can be excluded <from
participation .n, be denied the bLenefits of, or ke
otherwise subjected to discrimination under any
program or activity funded by this Grant on the
basis of race, color, national origin, age,

handicap, or sex.
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INELLIGIBLE COUNTRIES

Iussn

EAST GERMANY
RED CHINA
Etc..

Unless otherwise approved by the USNID Grant
Officer, no funds will be evpended for costs
incurred in countries ineliqgible for assistaance.



BENEFIT

OFFICINLS NDT TO

u.s.

.

U.S. Congress can benefit

o

No member of or delesate to the

from this Grant.
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1@.

COVENANT AGAINST CUNTINGENT FEES

The Grantee certifies that no person or selling agency
has been employed or retained to secure this Grant for
a commission, percentage, brokerage, or contingent fee
except bona fide employees aor bona {fide established
commercial or selling agencies maintained by the
Grantee for the purpose of securing business. For
breach or violation of this certification, AID has
the right to cancel this Grant without liability or to
deduct from the Grant amount or other wise recover the
full amount of each commission, ser centage, brokerage,

or contingent fer.

AGENT TO SOLICIT GRANT
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11. NONLIABILITY

AID does not assume liability for any third party

claims for damages arising out of thi=s Grant.
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i2. AMENDMENT

The Grant may be amended by formal mndifications to the
basic Grant document or by means of an exchange of
letters between the Grant Officer and an appropriate

official of the Grantee.

GRANTEE /7 [

"

—

pu—"
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13.

NOTICES

Any notice given by AID or the Grantee must be
in writing and delivered in person. mailed, or cabled as

follouns:

To the AID Grant Officer, at the address specified in

the Grant,

To the Grantee, at Grantee’'s address shown in the Grant

or to such other address designated within the Grant.

Notices will be effective when delivered in accordance
with this provision, or on the ~{fective date of the

notice, whichever is later.

u /:,x:: - e
N ! SUFFICIENT 0ONILY ’5{\“{1093
flotices Sur : ptics

: o

e S—— | | 4

in writing and W

L3t 10 delivered in prrson, = - -
i mailed or cahlrr Wi
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GRANTEE USAID

Notice given to the USAID Grant Officer and the uJrantee

shall be mailed or delivered at the address specified in

the Grant.
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EXHIBIT 2

PVO FORM 2

PROGRESS  REPORT
QUARTERLY

A. Name of PVO:

B. Project Title and Grant No.:

C. PACD:

D. Date of Last Report:

E. Date of Last Evaluation:

F. Project Funding LOP: Grant:

G, Counterpart:

H. Expenditure to date: Grant:

I. Counterpart:

J. Project Purpose: (Use additional pages, if necessary)

K. Activities for the Period:

L. Outputs: (Cumulative, if possibie)

M, Issues/Problems this Quarter and Planned Actions
to resolve lssues/Problems:

N. Contractors/Consultants:

Prepared by: Date Prepared:
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EXHIBIT 3

PVO FORM 3

REQUEST FOR CASH ADVANCE
PERIQD: 10
GRANT NO, :
GRANT TITLE:

. Anount Authorized P

Total Cash Advances Received

. Total Disbursements to Date

Accrued Payables to Date

. Unexpended Cash Advances /2 - (3 +4) 7

Cash Requirement for this Period
Cash Advance Requested (6-5)

Details of Projected Expen- RN 3
ditures for the Period: MONTHLY BREAKDOUM

st 2nd 3rd

Personnel Costs* ] R B

Equipment & Commodities

Monitoring & Evaluation

Training

Administrative & Travel

T Mmoo O W >

Loan Fund*

Total Required for the Period p

The undersigned hereby certifies: 1) that the above represents the best
estimates of funds needed for expenditures to be incurred over the period des-
cribed; 2) that expenses under any previous advances are progressing in accor-
dance with projections; 3) that appropriate refund or credit to the grant will
be made in the event funds are not expended; 4) that appropriate refund will
be made in the event of disallowance in accordance with the terms of this grant
and, 5) that any interest accrued on the funds made available herein will be
refunded to the USAID.

PVO:

Mroject Divect i /Authori zed Represent .tive
Date Signed:

NOTE: oOne (1) copy of the Request for Cash Advance should be sub-
mitted to the USAID PVO Project Manager thirly (30) days before
the start of the next quarter,

Attached Implementation Plan

ar






