
[image: ]








EU Civil Resilience Mechanism




	IMPLEMENTATION
GUIDELINES





Reference No: IPA/2019/413-168/EUCRM











Dear Civil Society Representatives,

Welcome to the Civil Resilience Mechanism (CRM) program for an in-kind support to civil society implemented under the EU funded project “Technical Assistance for improving the enabling environment for Civil Society Organisations in the Republic of North Macedonia”.

Congratulations for your successful application!  

We have prepared these guidelines with a set of implementing procedures for you to apply when implementing your action. 


In case of questions, you can reach the CRM Helpdesk:

	REACH THE HELPDESK BY: 
	
	
crm-helpdesk@eu4cr.mk
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+38976202739

	
	[image: ]
	
Nikola Vapcarov 15/V/app. 9
Skopje






We wish you an efficient and successful action implementation! 
CRM Program is sensitive about protecting personal information.
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[bookmark: 1._Uygulama_%C3%96ncesi_Dikkat_Edilmesi_][bookmark: _Toc86159084][bookmark: _Toc96328969]SECTION I: NOTES BEFORE YOU START YOUR IMPLEMENTATION
[bookmark: _Toc86159085]
POINTS OF IMPORTANCE
· Please bear in mind that you are responsible for the action implementation, and the TA CRM team through its Help Desk will be supporting you during the entire process of the implementation.
· After the approval of your request, we will send all the documents regarding the implementation process to the contact person stated in your Application Form. 
· The TA CRM team will be performing monitoring visits to ensure a proper implementation of the action. For effective monitoring and supervision, it is important that you add your support reference number to the subject heading of all your written correspondence with us. 
Note that if you do not start with the activities from your action within 1 month following the approval, without informing us and providing justification, the support will be cancelled. If you terminate or suspend your activities without a valid reason, the TA CRM Team may also cancel your support.  
· As your action is supported by an in-kind support mechanism, all payments will be made directly by the TA CRM team to the suppliers and service providers. You only invoice directly to the TA CRM team (CRM-finance@cpmconsulting.eu) for compensation of staff involved in the action implementation and for related communication costs. 
· All purchases will be made in the Republic of North Macedonia and invoices issued without VAT. 
The procedure for VAT exemption will be implemented by the TA CRM team.  
	Please check the budget items and the budget amounts since the expenses outside of your approved budget will NOT be supported. 



Steps to be taken once CRM in-kind support for your action is approved:
· Step 1: Review and sign the contract for the in-kind support;
· Step 2: Create team that will be directly working on the action implementation;
· Step 3: Attend mandatory introductory workshop (minimum two team members responsible for action implementation);
· Step 4: Review approved application and whole action plan;  
· Step 5: Select your suppliers. To make the procurement process more efficient, please read Section III-Procurement, Invoicing and Payment of this Guideline. You should find supplier(s) from the list of possible suppliers provided in Annex 10 by implementing simplified procurement procedure and inform the TA CRM team. In case the list of possible suppliers does not contain suppliers that offer the services/goods needed, you need to implement simplified procurement procedure and request for approval of selected supplier(s) by the TA CRM team. Please fill-in the Expenditure Plan (Annex 1) and submit it via e-mail address: CRM-finance@cpmconsulting.eu.  
· Step 6: Start implementing the activities under your action. However, make sure that you first send all related documents to the TA CRM Team, as explained in these Implementation Guidelines. 
[bookmark: _Toc86159086]
VISIBILITY
· Please notify the TA CRM team for any upcoming event by filling in the Notification of Events Form (Annex 4). Inform us timely about the events supported by CRM by providing the day, time, title of the event, participants (whether open for public participation) and venue (also state if the event will be online). Keep all the visuals that will accompany the text about the event. We will publish your events on our website www.EU4CR.mk and social media. 
· Please apply the CRM logo, the “EU with You” logo and the EU flag (emblem), with the disclaimer to all written/digital materials produced with the support of the CRM Program funded by the European Union. You can find the logo and the disclaimer, and the procedures for visibility check in the CRM Visibility rules (Annex 5).
· Please plan your outputs timely (at least 15 days before they need to be used) since any printed or visual document to be produced with the support of the CRM Program requires approval by the TA CRM team. Furthermore, revisions and/or changes might be required on the products. Please do not print or disseminate any products/outputs produced under your Action before you receive written approval from the TA CRM team. 
[bookmark: 2._Permissions][bookmark: _TOC_250021][bookmark: _Toc86159087]
PERMISSION
· Before organising an event, you are responsible to comply with the legal procedures and to obtain all necessary permissions, if required. We kindly request that you keep a copy of the correspondences made with the related offices and submit them with the final report.
	If you fail to provide the necessary permissions, we would not take any responsibility and you will be solely responsible for any potential financial and/or legal duties.



[bookmark: _Toc86159088]
[bookmark: _Toc96328970]SECTION II: HOW TO NAVIGATE WITHIN THE GUIDELINE

This guideline is prepared to help you better understand the CRM implementation process and comply with its requirements during your action implementation. The guideline will also ensure smooth information flow with the TA CRM Team. 
[bookmark: _Toc86237991][bookmark: _Toc86159089]First, please read Section I – NOTES BEFORE YOU START YOUR IMPLEMENTATION.
Based on your approved budget for the action, for each budget item check the procedures and the needed supporting documents under Section II – SUPPORTING DOCUMENTS. Under this section, we have included the specific supporting documents that you have to submit to the TA CRM Team.
Next, please read the Purchase, Invoicing and Payments section.
Remember, we are always ready to help you if you have any difficulties either in understanding the rules, filling in the forms or for any other uncertainties during your action implementation.
[bookmark: _Toc86159090]


[bookmark: _Toc96328971]SECTION III: SUPPORTING DOCUMENTS
[bookmark: _Toc86237993][bookmark: _Toc86159091]A checklist of supporting documents for different types of activities is provided in Annex 9 for your use during your implementation. In this section, the supporting documents are explained in more detail. 
[bookmark: _Toc86159092]
A. ACTION TEAM COMPENSATION  
CRM will only support costs for compensation of your staff/persons directly responsible and involved in the implementation of the CRM action.
Staff/persons directly working on action implementation should be filling out monthly timesheets (Annex 12) for their engagement in the action. Checking and making sure of the correctness of the tasks and the number of days laid down in the timesheet will be your responsibility. The number of days worked cannot exceed the number of planned working days in the action budget. 
[bookmark: _Toc86237995][bookmark: _Toc86159093]Supporting documents: contract, time sheet

	The total amount for compensation of the Action Team (persons directly working on CRM approved action) cannot exceed 20% of the total budget approved for the CRM action. 



	A portion of the Action team compensation, not higher than 5% of the in-kind support, will be paid at the end, once the final report for the CRM action is approved. You will invoice to the TA CRM team for the action team compensation. Invoices must be sent with all supporting documents. 


[bookmark: _Toc86159094]
B. TRAVEL AND ACCOMMODATION
[bookmark: _Toc86237997][bookmark: _Toc86159095]CRM will be supporting your travel costs according to the conditions and budget limits in your approved budget. 
· There are two types of travel and transportation support and accordingly two forms for different means: (2.1) bus/train and (2.2) car and gas costs. Please pay due attention to fill in the right form(s) that fit(s) your travel/transportation needs. 
· However, you may also use a service provider (travel agency) to organise your travel. Please select a service provider from the list of possible suppliers given in Annex 10 by implementing the simplified procurement procedure and inform the TA CRM team.
· We would like to remind you that you are responsible to coordinate, inform and manage all travellers who would be attending the activity.  
[bookmark: _TOC_250018][bookmark: _Toc86159098]
Travel by Bus/Railway
· Do not forget that you need to fill and send the Bus-train travel plan (Annex 2.1) to the TA CRM team prior to your bus/railway travel. 
· Bus/railway tickets may be procured through the travel agency. When this is not possible or feasible the ticket purchases will be made by you or the traveller, and the reimbursements will be made following the finalization of the travel, including receipt for ticket purchase, against the Reimbursement Form provided by you (the form is available in Annex 6).
Supporting document: travel ticket, receipt 
[bookmark: _Toc86159099]

Fuel Reimbursement
[bookmark: _Toc86238002][bookmark: _Toc86159100]For travel by private car, you should fill the Private Car Travel plan (Annex 2.2) and you will be reimbursed the costs of travel as per km of travel based on a fixed rate. The fixed rate is 0.22 EUR per km. Proper fuel invoice/cash receipt should also be made available as supporting documentation. Please make sure that you ask from the gas station to put the licence plate number in the invoice/cash receipt, before issuing it to you.  The lower of the two figures (calculated amount according to fixed rate and invoice amount) will be accepted as eligible and payment will be done against a Reimbursement Form (Annex 6).
[bookmark: _Toc86238003]Supporting documents: fuel reimbursement form and fuel purchase slip showing the car plate, travel order

[bookmark: _Toc86159101] Accommodation
· [bookmark: _TOC_250016]You need to deliver the Accommodation Plan (Annex 2.3) 15 days prior to your travel/arrival date at the latest to the TA CRM team via email CRM-finance@cpmconsulting.eu.
· There are two options for accommodation arrangements: reservation can be made through a service provider (event organiser) or you can organise the accommodation directly with the hotel.
· If you use an event organiser, please select a service provider from the list of possible suppliers given in Annex 10 by implementing the simplified procurement procedure and inform the TA CRM team.
· If you arranged the accommodation, do not forget to inform the hotel that the invoice should clearly state your name and the number of nights you stayed.  
· Please keep in mind while planning your accommodation that you do not check into the hotel earlier than 1 day prior to the start of your event and you do not check out later than 1 day after the end of the event. The participant is held accountable for extra accommodation expenses made without any compelling reasons.
[bookmark: _Toc86238005][bookmark: _Toc86159102]Supporting document: Hotel Invoice with the guests’ names

[bookmark: _Toc86159103]Daily Allowance
· [bookmark: _Hlk85707578]Within the framework of the CRM Program, daily allowances are provided to cover your daily needs during your activities/travels.
· [bookmark: _Hlk77073612]For daily missions within the Republic of North Macedonia without any accommodation a daily allowance of maximum 20 EUR might be provided for in-city transportation and meals. 
· [bookmark: _Hlk77073702]The daily allowance form (Annex 14) has to be filled out by each participant. 
· [bookmark: _Toc86159105][bookmark: _Hlk76362717]The payments will be made to participant’s bank account which will have to be timely submitted to the TA CRM team by you. 
[bookmark: _Toc86238007][bookmark: _Toc86159104]Supporting documents: daily allowance form, travel order, travel tickets

[bookmark: _Toc86159106]Insurance, Required Tests and Other Travel/Accommodation Requirements
If you require to have travel insurance, it should be arranged before the travel. If it can be provided by the travel agency, then the payment will be directly made against an invoice from the agency. If not, the travel insurance cost can be reimbursed to you against the Reimbursement Form (Annex 6).
Tests, vaccines (if still valid) that may be required for travel, accommodation, meetings etc. could be eligible costs provided that they are required for an activity implemented in the context of the Action, and being done in due time (e.g., max 72 hours before) as laid down in the legal measures in the specific country. However, prior approval by the TA CRM Team would be needed, thus timely planning is highly advisable. 
[bookmark: _Hlk77073770][bookmark: _Toc86238009][bookmark: _Toc86159107][bookmark: _TOC_250020]Supporting documents: travel insurance policy, payment proof, test results, reimbursement form (if paid by yourself)

[bookmark: _Toc86159108]


C. EVENT & MEETING ORGANISATION (VENUE RENTAL, CATERING, MAY ALSO INCLUDE TRAVEL, TRANSPORTATION COSTS, ACCOMMODATION, AND MEALS)

· [bookmark: 3._Event_Organization_(location_rent,_ca]You need to provide the detailed information regarding the events/meetings on your Expenditure Plan (Annex 1) and provide Notification of Event Plan (Annex 4). 
· Each requirement should be detailed for each component of the event such as: venue, registration/welcome services, catering (coffee/tea service, lunch), voice and visual systems, interpreter and required equipment, photo/video shooting, stationary, accommodation and travel of participants, accommodation and travel of speakers/moderators and the additional services such as: child-care, ambulance, accessibility (for handicap persons), etc.
· You can use a service provider (event organiser) for organising your event. If you use an event organiser, please select a service provider from the list of possible suppliers given in Annex 10 by implementing the simplified procurement procedure and inform the TA CRM team.
· We would like to remind you to pay attention to the issue of number of participants. In most cases, the venues/catering suppliers will require a minimum number of guaranteed guests. Therefore, it is important to have a written agreement with the venue/catering supplier (either a contract or an e-mail exchange) to clarify the number of guaranteed participants. Regardless of whether the number of actual participants is less than the number of guaranteed guests stated in your agreement, you might need to pay the cost for this minimum number. In the absence of such a written agreement, the Project will cover the costs ONLY for the number of real participants to the event. 
· Do not forget to consider the special needs of your participants (e.g., vegan/vegetarian diet, diabetes, accessibility for people with disabilities), the technical equipment required for the event (projector, flipchart, etc.) and environment friendly measures (e.g., reusable, or resolvable/ recyclable materials).
· Do not forget to get the signatures of the participants each day of the activity and also do not forget to get their permissions for photo and video shooting. A Participants’ List Template is provided in Annex 7. 
· You are accountable for the event to take place within the limits of the law. You are exclusively responsible for following the legal requirements and getting permissions if necessary. In such cases, we kindly request you keep a copy of the correspondences made with related offices to be submitted with the final report. 
[bookmark: _Toc86238011][bookmark: _Toc86159109]Supporting documents: contract/written agreement, event photos, signed participant list for each day, (if applicable) correspondence with related office for permission (if applicable)

[bookmark: _Toc86159110]Translation/Interpretation
· [bookmark: _TOC_250012][bookmark: 7._Visibility_of_Your_Action][bookmark: 6._Office_Rental_Procedure][bookmark: _TOC_250015][bookmark: 4._Equipment_Rent]When sending documents to translation, you should cc the TA CRM Team to provide the team with the opportunity to check the real number of pages with those in your budget as well as to check the documents being given for translation, if needed. 
· After the translation is finished, you need to send the translated document to the TA CRM Team and get an approval to move to the invoicing stage.
· You can inform your supplier about the invoicing and the payment process after sharing the information of the supplier with the TA CRM Team.
· You can get interpretation services on a daily basis. Interpretation services can also be procured together with the relevant technical equipment or as a part of a meeting package.
[bookmark: _Toc86238013][bookmark: _Toc86159111]Supporting documents for translation: Contract, original and the translated document 
[bookmark: _Toc86238014][bookmark: _Toc86159112]Supporting documents for interpretation: Contract, interpreter signed on list of participants, photos of the event, photos of the installed booth and interpreters, event report

[bookmark: _Toc86159113]


D. COMMUNICATION SUPPORT ITEMS
[bookmark: _Toc86159116][bookmark: _Hlk76380512]Website design, software, and management
· The design and the content introduction of the websites should be completed within the timeline you stated in your action plan.
· The website should be in line with the CRM Visibility rules (Annex 5), so it is strongly recommended to carefully review and comply with the requirements explained in the Visibility Rules (Annex 5). 
· When the designed website is ready, BEFORE launching it publicly, you should submit its link to the Communication & Visibility Expert (CRM-communication@cpmconsulting.eu).
· As the approval of the EU is required for any visibility material, you cannot open the website to the public before the check of the TA Project Visibility and Communication Expert and approval of the CRM team. The invoicing process can only start after the approval.
Supporting documents: address of the web page, contract with the supplier

[bookmark: _Toc86159117]The purchase and membership of digital tools
· This includes expenses such as database, storage, design, online meeting, live streaming, and project management programs.
· You need to inform the TA CRM team/Communication and Visibility Expert before your purchase.
Supporting documents: print out showing purchase/membership showing the period of coverage, reimbursement form

[bookmark: _Toc86159118]The design and management of social media tools
· This service includes the professional management of the social media accounts, and the creation of content and visuals.
· You should consider the CRM Visibility Rules (Annex 5) for the content and design of the visuals you are going to post on social media.
· Before sharing them publicly, you should send the addresses of your social media accounts along with your content and the visuals to the TA CRM team/Communication and Visibility Expert and get an approval to move to the invoicing stage.
Supporting documents: social media addresses, social media visuals designed and the content of the “about” section of your social media accounts

[bookmark: 2.4_Field_name_and_hosting][bookmark: _Toc86159119]Domain name and hosting
· This includes purchasing of a domain name and the periodic hosting costs of your website. You cannot purchase a domain name or hosting service after the final date for CRM action.
Supporting documents: domain name purchase documents, reimbursement form (in the absence of an invoice from a supplier) 

[bookmark: _Toc86159120]Advertisements 
· This includes digital, social media boosting or advertisement costs, and printed or TV advertisement expenses. 
· You need to send the visuals that would be boosting and/or advertising. They should be designed in compliance with the CRM Visibility Rules (Annex 5) which are in line with the EU visibility rules. You should submit the visuals/ads to the Communication and visibility expert (communication@compconsulting.eu ) to get the approval BEFORE you make any arrangements for boosting or advertising. Once the check is being performed by the TA CRM team, the Communication and visibility expert will notify you and you can start the invoicing process.
Supporting documents: designed visuals, advs and announcements, reimbursement form for social media advs, and boosting (in the absence of an invoice from a supplier)  

[bookmark: _Toc86159121]Design, edit, printing and the distribution of visibility materials
· This category includes design, editing, printing and the distribution expenses of printed or digitally produced materials such as brochures, flyers, roll-ups, pennants, posters, etc.
· Any printed or digitally produced materials should be in compliance with the CRM Visibility Rules (Annex 5), so please take due care during their preparation stage.

	All materials to be printed or digitally disseminated (leaflets, posters, booklets, promotional materials, event schedule, etc.) should be submitted to the TA CRM team before any arrangements are made for their printing. The designs should be checked and approved by the TA CRM team, prior to their printing. Otherwise, payment will not be done even if the products are delivered.


Supporting documents: 2 copies of all printed materials, photos/designs of other visibility items, delivery receipts of printed materials, distribution lists of printed materials (if distribution costs are involved)

[bookmark: _Toc86159122]Audio-visual design, production, and post-production
· This support item includes the production of videos, films, podcasts and pre- and post-production expenses such as sound, colour enhancement, editing, etc.
· Any audio-visual materials should be produced in compliance with the CRM Visibility Rules (Annex 5), so please take due care during their preparation stage. 

	All materials to be produced and disseminated (videos, films, podcasts, etc.) should be submitted to the TA CRM team before any arrangements for dissemination are made. The products should be checked and approved by the TA CRM team, prior to their public dissemination. Otherwise, the costs of production will not be paid and they will be at your expense.  


[bookmark: _Toc86238025]Supporting documents: produced videos, films, podcasts, procurement contracts with the pre/post-production suppliers 

[bookmark: 2.8__Renting_of_the_equipment]E. EQUIPMENT 
[bookmark: _Toc86159123]Equipment Rental
· Equipment rentals can be made when they are directly related and required with at least one activity of the Action. 
· Once the materials/outputs produced with the rented equipment are checked and approved by the TA CRM team, digital copies (e.g., CDs, USBs) should be submitted and shared with the TA CRM team. 

	The total cost of equipment rentals cannot exceed 1/3 of the purchasing price of the relevant equipment. Thereby, you are required to provide relevant information regarding the market purchasing price of the equipment to the TA CRM team.


[bookmark: _Hlk80245590][bookmark: _Hlk76389049]Supporting documents: product specifications, photo of the rented equipment, written information showing the equipment purchasing and rental prices, outputs in digital format

[bookmark: _Toc86159124]Purchase of small equipment 
· Small equipment can be purchased for the purpose of action implementation when it comes to small office equipment (e.g., printer, laptop) and other small equipment for activities implementation, as detailed in the application and its budget, and as such, approved by the EUD.  
· The equipment required must be directly related to at least one activity of the Action.
· A simple procurement procedure is to be followed as explained under III Procurement, Invoicing and Payments, more precisely A. Procurement. Please read carefully and apply as instructed under that section.

	The total amount of purchased equipment cannot exceed 15% of the total budget approved for the CRM action. You should find supplier(s) from the list of possible suppliers provided in Annex 10 by implementing the simplified procurement procedure and inform the TA CRM team. In case the list of possible suppliers does not contain suppliers that offer the goods needed, you need to implement the simplified procurement procedure and request for approval of selected supplier(s) by the TA CRM team.


[bookmark: _Toc86238029][bookmark: _Toc86159125][bookmark: _Hlk76389210]Supporting documents: quotations from equipment providers including product specifications, copy of the guarantee for purchased equipment stamped by the selling company, photo of purchased equipment. 

[bookmark: _Toc86159126]F. COMMUNICATION – PHONE/INTERNET
· Costs for phone and internet used for the purpose of action implementation, will be covered in the amount of up to 15 EUR/month/per person. VAT will not be covered. 
· You will invoice to the TA CRM team (CRM-finance@cpmconsulting.eu) for the communication costs. Invoices must be sent with all supporting documents.
[bookmark: _Toc86238031][bookmark: _Toc86159127]Supporting documents: monthly detailed invoice, list of persons (with cell phone number) directly involved in the CRM action implementation.


G. EXPERTS
[bookmark: _Hlk76379613][bookmark: _Hlk76379753][bookmark: _Toc86159128][bookmark: 9._Expert_Support]Thematic expert engaged for the Action (specific activity)
· [bookmark: _Toc86238034][bookmark: _Toc86159129]In the application process you provide information only about the specific expertise needed for an activity under your action.
· Based on this specified expertise you will implement the procedure for selection of the expert. You will have to send a CV of the selected expert together with justification to the TA CRM team for approval. 
· TA CRM team will check and decide on the approval of the expert. As this may take some time, it is highly advisable to timely select an expert with relevant specific expertise needed by the action activities and the results achievements.  
· [bookmark: _Hlk86226127][bookmark: _Hlk86226537]The work with the expert may commence only after the approval by the TA CRM team and signing of the contract. The contract is signed between your organisation, the expert and the Authors’ Agency which is previously selected by the TA CRM team. You do not have any responsibilities regarding the payment process, since the Authors’ Agency does the payment to the expert and then invoices the TA project.
· Once the contract is signed, and the expert starts working on the Action, you will be responsible for monitoring and supervising the expert’s assignment. The technical aspects, timing and the quality of outputs/deliverables would be closely supervised by you which will be presented in the final report. 
· The thematic expert should be filling out monthly timesheets (Annex 12) for his/her assignment. Checking and making sure of the correctness of the tasks and the number of days laid down in the timesheet will be your responsibility. The number of worked days cannot exceed the number of planned working days in the action budget. 
· Communication between you and the expert will be direct unless the TA CRM team would like to communicate directly for activity reasons. 
[bookmark: _Hlk86226851]Supporting documents: expert CV, expert contract, timesheet(s) with report and annexes referring to the service, outputs and/or deliverables produced by the expert. 
[bookmark: 10.__Purchase,_Billing_and_Payments][bookmark: _Toc86159130]
Expert engaged for the Action in the domain of legislation (for a specific thematic topic)
You will explain in the application about the expertise requested in the field of legislation related to any topic of interest for the successful action implementation. This will be done based on the thematic field(s) you need an expert for and his/her expertise relevant for the activity supported with detailed justification. 
The expertise – an Expert in legislation will be selected from the list of suppliers (Annex 10). 
The expert CV with justification should be submitted to the TA CRM team for approval once being selected. Communication between you and the expert will be direct. 
· TA CRM team will check and decide on the approval of the expert. As this may take some time, it is highly advisable to timely select an expert with relevant specific expertise needed by the action activities and the results achievements.  
· The work with the expert may commence only after the approval by the TA CRM team. 
· The contract is signed between you and the service providers. You do not have any responsibilities regarding the payment process, but the supplier invoices the TA project.
· Once the contract is signed, and the Expert starts working on the Action, you will be responsible for monitoring and supervising the expert’s assignment. The technical aspects, timing and the quality of outputs/deliverables would be closely supervised by you which will be presented in the final report. 
· The Expert should be filling out monthly timesheets (Annex 12) for their assignment. Checking and making sure of the correctness of the tasks and the number of days laid down in the timesheet will be your responsibility. The number of worked days cannot exceed the number of planned working days in the action budget. 
Supporting documents: expert CV, timesheet(s) with report and annexes referring to the service, outputs and/or deliverables produced by the expert. 

[bookmark: _TOC_250010][bookmark: _Toc96328972]SECTION IV: Procurement, Invoicing and Payments
[bookmark: _TOC_250009][bookmark: _Toc86159131]
Procurement
· CRM purchasing principle is to seek the “best value for money” and prioritise to work with suppliers respectful to human rights, labor rights, animal rights and the environment. 
· “Getting the best value for money” means to choose the most suitable product/service meeting the CRM action’s needs, from the fairest supplier. “Best value for money” is not equivalent to the lowest price.
· To assist you in the procurement process, the CRM team has prepared a list of potential suppliers for possible services/goods (Annex 10). These potential suppliers have been selected on open call for expression of interest. 
· We ask you to identify a minimum of three service suppliers from the list of suppliers (Annex 10) for the same services or equipment you need in your action. Once you have identified three, you should ask quotations from those suppliers. 
· In case the TA CRM team does not provide a list of potential suppliers for certain goods/services, you should get at least three written quotations from different suppliers or carry out market research to get the best value for money. Market research can be conducted through the internet; however, printouts of the related pages must be taken and dated to prove the study and the prices available at the time of the research. The procurement procedure and the selected supplier have to be sent to the TA CRM team for approval. 
· The following must be considered during the selection process of the supplier:
· Avoiding conflict of interests
· Maintaining a fair, equal and transparent approach
· Keeping the competition at a maximum
· Making sure that quotations gathered are evaluated in an objective and extensive manner
· Make sure that the most realistic quotation that best compensates the needs, specification, job description, and the reference conditions, is the one chosen. 
· Since the CRM program is funded by the European Union, purchases made in the Republic of North Macedonia within the program are exempt from VAT. Therefore, suppliers should be notified about this during the procurement negotiations.
VAT liable service providers will be provided with two documents issued by the Central database of foreign assistance in the Secretariat for European Affairs and Public Revenue Office. Based on these documents, the firm will issue invoices without VAT through the system of the Public Revenue Office.
VAT non-liable service providers will issue invoices without VAT and the invoices need to state that the firm/supplier is not VAT liable.

	As the TA CRM team, we expect you to prove that you have reached the best market prices. In any case of irregularity, the TA project may refuse to make the payment even if the purchase had been approved before.



[bookmark: _TOC_250008][bookmark: _Toc86159132]Purchase approval and agreement
· Do not forget that your supplier choice has to be approved by our TA CRM team. Hence you should not make any purchase arrangements before getting an approval.
· Note that equipment purchases should not exceed 15% of the overall approved action budget. 
· Make sure you specify the details regarding the invoicing and the payment while making a deal with your supplier. It is advised to sign a procurement agreement between you and your supplier. In the procurement agreement (a template is provided in Annex 8), a description of the equipment/service/supply, delivery date and payment conditions should be stated. You should send the draft agreement to the TA CRM team for review and approval. Once you receive the pre-approval of the draft agreement, you countersign the agreement and send one copy (scanned or copied version) to the TA CRM team. 
· [bookmark: _Hlk80250577]In case a procurement agreement is not prepared, an e-mail/written order confirmation must be made available clearly laying down the details of the order, such as the technical details, number of units, quality, unit and total costs, delivery date and payment conditions.

[bookmark: _TOC_250007][bookmark: _Toc86159133]Invoicing
· Once you have received (been delivered) the goods/services, and you have fully checked the quality, you can move to the invoicing stage by informing the TA CRM team that equipment/ services/products are received in full by also sending a copy of the “receipt form” which you sign when the goods/services are delivered, as well as a detailed specification of what exactly was delivered by the supplier.
· Next, the TA CRM team continues the communication with the supplier for invoicing and final payment.
· In line with your contract, your service providers will be paid within 15 calendar days from receipt of the accurate invoice without VAT.
[bookmark: _Toc86238041][bookmark: _Toc86159134]
IMPORTANT notes regarding the invoices
· An accommodation slip signed and stamped by the hotel must be attached to the accommodation invoice. On the slip, names and check in/check out dates of the guests should be stated. 
· Please make sure that invoices for events/meetings include the information regarding the number of participants, unit price and number of days. Do not forget to send the Participant List (Annex 7) to the TA CRM team. 
· We would like to remind you that if you worked with an event organisation company for your events, a signed accommodation slip should be provided directly by the hotel in which the accommodation was made. 
· Translations should be invoiced stating the number of words or number of pages (per 1,800 characters with space) based on your written and signed agreement with the supplier. 
· Interpretation should be invoiced stating the number of days or half-days (4 hours) during which you received interpretation services based on your agreement with the supplier.
· Rented equipment should be invoiced stating the type(s) of the equipment (camera, projector, etc.) and the number of days the equipment was rented for (e.g., camera rental cost for 2 days).
· Purchased equipment should be invoiced stating the type of the equipment, the unit, price per unit without VAT, ordered number and total price (without VAT) and guarantee duration.
· The procurement agreements (if relevant) should be signed and submitted to the TA CRM team (CRM-finance @cpmconsulting.eu) together with the invoice.
[bookmark: 12.__Archive]

[bookmark: _Toc86159136][bookmark: _Toc96328973]SECTION V: FINAL REMARKS
[bookmark: _Toc86159137]Transfer of ownership 
· Transfer of ownership of the equipment purchased with the received support must be made upon the successful completion of your Action from the TA project to you as the final beneficiary. A statement for sustainable use of equipment and a transfer agreement containing a list of items transferred is signed between you and the TA project. Template is provided in Annex 15. 
[bookmark: _TOC_250004][bookmark: _Toc86159138]Archive
· We kindly request that you keep in your records all photos for archiving purposes and send several photos of your event to the CRM Communication and Visibility Expert for uploading to the “gallery” section on the Project website for visibility and archiving purposes as well, within the scope of the CRM Programme. As for the videos and podcasts, once approved, they will be uploaded to the “videos”/”podcast” section by the TA CRM team. 
· We request that at least 2 copies of printed visibility materials (posters, brochures, fliers, program, booklets, etc.) supported and printed by the CRM Program are submitted to the TA CRM team. As for the portable or non-portable visibility materials (roll-ups, banners, etc.) you should take their photos during events and submit them to the TA CRM team via email to CRM-communication@cpmconsulting.eu.
· [bookmark: _Hlk96077904]For your digital materials produced with the support of CRM, you should submit them by e-mail to CRM-communication@cpmconsulting.eu or other digital means to the TA CRM team. 

[bookmark: 13.__Final_Report][bookmark: _TOC_250003][bookmark: _Toc86159139]Final Report
· [bookmark: _Hlk96328044]When all your activities are completed, you are required to submit a final report with all visual (e.g. photos, videos etc.) supporting documents. In Annex 11 you can find the Final Report Template you need to complete for successful closure of your Action. Once your Final Report is approved by the TA CRM team, the remaining payment for action team compensation will be made. 
· You need to produce your report within 30 calendar days at the latest after your action is completed and send it by email to the TA CRM team.
· We advise you to send the final report as soon as possible after your action completion as the TA CRM team may seek additional information and/or clarifications. 
· The final report should be accompanied by the financial report. 
[bookmark: _TOC_250002][bookmark: _Toc86159140]

CHECK LISTS
We have prepared the following check lists to remind you of the steps you should not skip regarding the implementation process of your action. Please disregard the items not included in your action.

I have sent the Expenditure Plan (Annex 1) and Travel/Transportation and Accommodation Plan (Annex 2) to CRM-finance@cpmconsulting.eu (if your action includes accommodation and/or transportation).
I have reviewed and applied the TA CRM Visibility Rules (Annex 5). I have added the CRM logo, the EU logo “EU with YOU” and the EU flag/emblem and “support info-disclaimer” text to all the printed/digital materials (websites, visibility materials, etc.) supported by CRM and sent them to the CRM Communication & Visibility Expert for review and approval at CRM-communication@cpmconsulting.eu
I have sent 2 samples of printed materials to the TA CRM team for the CRM archive.
I have informed the TA CRM team in the case of a change in the Action Plan.
I have forwarded the documents to be translated to the TA CRM team (if a translation budget is included within your action) when sending them off for translation.
I have filled out the Reimbursement Form (Annex 6) and sent the necessary account information (if daily allowance is included within your action) to the TA CRM team.
I have collected all the supporting documents related with my activities as listed in Annex 9.
I have checked the quality of the services/goods provided before informing the TA CRM team for a payment to be made.
I have forwarded the Supplier Agreement (if applicable) to the TA CRM team.
I have forwarded the Final Report to the TA CRM team with visual supporting documents, in due time.  
I have forwarded the Transfer of Ownership form signed by both parties to the TA CRM team with the final report. 

CHECK LIST FOR EVENTS
Prior to the event/meeting
I have reviewed my approved Application (with approved items and budget) and the comments (if any) made at the compliance check. 
I have completed in full the Travel/Transportation and Accommodation Plan (Annex 2) documents for all the participants and sent them to the TA CRM team.
I have forwarded correspondences/documents regarding the special permissions (if required legally) for the action to the TA CRM team.
I have forwarded the event agenda, the list of participants and the list of speakers to the TA CRM team.
I have made the venue and catering arrangements and sent the details to the TA CRM team. 
I have forwarded the documents to be translated to the TA CRM team.
I had the design of the visibility materials prepared within the scope of CRM Visibility Rules (Annex 5), and had it sent to the TA CRM team for approval.
During the event / meeting
· I have made sure that all the participants signed the participants list every day.
· I have taken some photos containing general views of the event.
Post event/meeting
· I have forwarded the event/meeting participants list to the TA CRM team.
· I have sent photos (and videos, if any) to the TA CRM team.
· I have sent samples of the visibility materials to the TA CRM team.
· I have forwarded the supporting documents (accommodation slip, etc.). 
[bookmark: 15.__Sivil_D%C3%BC%C5%9F%C3%BCn_Contact_]
[bookmark: _Toc86159141][bookmark: _Toc96328974]TA CRM Team Contact Information
You can reach us via:
CRM Helpdesk: crm-helpdesk@eu4cr.mk
· For one-on-one meetings/office meetings, you need to get an appointment by 
· e-mail: crm-helpdesk@eu4cr.mk or by 
· telephone: mob. +38976202739 (from 10h to 16h)
· TA project office address: street Nikola Vapcarov 15/V floor, Skopje
· For your messages via e-mail, you need to indicate your action reference number (received when requesting support) when sending messages.
· For any justifiable complaint, you can send your message via e-mail to the TA project Team Leader/Capacity Building Expert. 
· The TA CRM team responds to the questions/emails received within 5 working days at the latest. Depending on the program’s implementation intensity in case you do not hear from us within the stated period of time, you can reach us through phone.

	In case the contact person stated in your application form changes, please inform the TA CRM team immediately with the name and contact information of the new contact person.



[bookmark: 16.__Appendixes]
[bookmark: _Toc86159159][bookmark: _Toc96328975]SECTION VI: Annex templates
List of Annexes
1. Expenditure Plan
2. Travel, Transportation and Accommodation Forms
3. Declaration Template for Missing Boarding Tickets
4. Notification of Events
5. CRM Visibility Rules
6. Reimbursement Forms
7. Participant List
8. Procurement Agreement
9. List of Supporting Documents
10. List of Suppliers
11. Final Report  
12. TS for Experts
13. Contract for Thematic Experts
14. Daily Allowance Form
15. Transfer of Ownership template



[bookmark: _Toc96328976]Annex 1 – Expenditure Plan 
	Action Reference No:

	
	Activity
	Budget Details/items 
	Selected supplier/service provider
	Contract/Invoice Description

	Contract/Invoice Amount 
MKD and EUR
	Approved Budget Amount

	1.
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	

	4.
	
	
	
	
	
	
	

	5.
	
	
	
	
	
	
	

	6.
	
	
	
	
	
	
	

	7.
	
	
	
	
	
	
	

	8.
	
	
	
	
	
	
	

	9.
	
	
	
	
	
	
	

	10.
	
	
	
	
	
	
	

	11.
	
	
	
	
	
	
	

	12.
	
	
	
	
	
	
	




[bookmark: _Toc96328977]Annex 2 – Travel/Transportation and Accommodation Plan 

Annex 2.1 – Bus-Train travel plan
	Travel- Bus-Train Tickets 
	

	Action Reference Number:
	

	No
	Name-Last name of Passenger
	Travel Details
(Company name, 
From-To)
	Travel Date
	Travel/Ticket Price MKD (or EUR – please specify)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	[bookmark: _Hlk77142363]



Annex 2.2 - Private Car Travel Plan
	Travel – Petrol Costs (receipt from petrol station)
	
	

	Action Reference Number:
	
	

	No
	Date
	Location from-to
	Km travelled
	Driver and Passengers (names & last names)
	Purpose of Travel (please relate with your activities)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	









Annex 2.3 –Accommodation Plan
	Accommodation receipt(s) 
	
	

	Action Reference Number:
	
	

	No
	Full name of Guest
	Accommodation Details
(Name of hotel/B&B, etc. with full address)
	Dates (from-to) and number of nights
	Price per night (Euro or MKD – please specify)
	TOTAL Night Price (Euro or MKD – please specify)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	





[bookmark: _Toc96328978]Annex 3 – Declaration for Missing (Lost) bus/train tickets
 (To be submitted to the TA CRM team immediately following return. HOWEVER, we strongly recommend, to take a photo of your train/bus ticket with your mobile phone to send to TA CRM Team in case of loss)

	Action Reference Number
	

	Name of CRM Beneficiary (name of CSO) 
	

	Name of Event (as indicated in the activity plan of your action)
	

	Date of Event  
	

	Travel dates
	

	Destination
	

	Please provide brief explanation
	

	Your signature
	






[bookmark: _Toc96328979]Annex 4 – Form for Notification of Events
(To be completed at least 5 days prior to date of the event by the beneficiary)

	Action Reference Number

	

	Name of CRM Beneficiary (name of CSO) 
	

	Name of Event (as indicated in the activity plan of your Action)

	
	Indicate if Public/Private event


	Date of Event  
	From:                       To:                       No. of days:

	Time of Event
	Start time:                End time:             No. of hours: 

	Venue (address)
	



	Type and Brief Description of Event (please relate with your activity plan and explain if there are any changes in your plan) 
	






	Target Audience(s)
(Describe as detailed as possible, and provide approx. invited number of persons) 

	





	Details (tel. no, e-mail, website, social media)
	

	Communication & Visibility material to be produced (photos, video, roll-banner etc.)
	




[bookmark: _Toc96328980]Annex 5 – Visibility Rules

CRM Logo
The CRM logo, “EU with You” logo and EU emblem must be applied on all communication materials and tools produced under the activities supported by the CRM. You may find the three logos below:
	[image: C:\Users\Vale\OneDrive - Macedonian Center for International Cooperation\Desktop\TA project STE\Visibility\New Star Logo.jpg]
	[image: ]
	[image: https://myintracomm.ec.europa.eu/hr_admin/fr/training/PublishingImages/eu_flag.jpg]


If necessary, please contact us for different logo formats and language, or higher resolution logos. 

Informative Sentence and The Disclaimer
All kind of written and visual products (books, brochures, posters, presentations, documentaries, films, etc.), communications equipment (promotional materials, etc.), and communication tools (website, etc.) to be used and produced as part of your activities supported under the CRM must include the following sentence:
“This publication/brochure/website/video/film was produced with the support of the Civil Resilience Mechanism program financed by the European Union. Its contents are the sole responsibility of (name of the author/CSO name) and do not necessarily reflect the views of the European Union.”
Please select/adapt the highlighted areas (e.g. brochures, books, websites, etc.) depending on where you will use it. 
All visibility materials should be sent to the TA CRM Team/Communication and Visibility Expert prior to printing and/or dissemination for check and prior approval. Keep in mind that the visibility approval process may take time pending the number of CRM supported actions and their visibility activities. Thereby, make sure that you submit the materials to TA CRM Team at least 15 days prior to the date they will be needed to ensure their timely processing.  




[bookmark: _Toc96328981]Annex 6 – Reimbursement form (in cash for up to 200 EUR)
[bookmark: _Hlk77152276]
	Action name
	
	Action ref. number
	

	Action representative
	(name)

	Activity under which the reimbursement falls
	

	Reasons for cash reimbursement
	

	Amount(s) 
	
	
	
	
	

	Total amount to be reimbursed
	MKD:
	 

	Date
	

	Received by:
	
	Signature:
	





[bookmark: _Toc96328982]Annex 7 – Participants List
	Action reference no.
	
	


	Action name
	
	


	Name of action implementer
	
	


	Type/name of activity
	
	(e.g. Training on ………)


	Venue:
	
	Date:
	
	
	Time from-to:
	

	Trainer(s)
	(Names and training subject if there are several trainers for one training)


	No.
	Participant name
	Position
	Organisation/
institution etc.
	Municipality
	e-mail
contact
	Signature

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	

	7
	
	
	
	
	
	

	8
	
	
	
	
	
	

	9
	
	
	
	
	
	

	10
	
	
	
	
	
	






[bookmark: _Toc96328983]Annex 8 – Procurement Agreement 
· You should sign procurement agreement with the supplier containing the following information:  
· name of the supplier, address, VAT number, bank account
· definition of the equipment/service/supply with technical details (unit/equipment type, number of units, unit price, total costs) 
· delivery date 
· payment conditions – final payment made in line with your contract, once equipment/service/supply is delivered. 
· In all other cases, provide an e-mail/written order confirmation which must be made available clearly laying down the details of the order, such as the technical details - unit, number of units, quantity, unit price and total costs, delivery date and payment conditions. Prior to making the order, you must receive approval by the TA CRM team. Your order is to be considered once the team receives from you the “written order confirmation” you have prepared. The message sent must also state for which activity is the purchase to be made. You will receive a notification from the TA CRM team approving the order to be placed and/or requesting additional clarification, and/or rejecting. 


[bookmark: _Toc96328984]Annex 9 – Supporting Documents
Please make sure that the following supporting documents (in addition to the invoices) are submitted to TA CRM team to ensure their approval for payment. In the absence of proper documentation, the Project reserves the right not to cover the costs incurred by your action.

For Events you will organise (e.g. trainings, conferences, workshops, seminars, film screenings)
· Participants’ List with signatures
· Photos from the event and the main speakers
· Reports of events (if/when relevant e.g. workshop reports produced, presentations of speakers/experts, conference notes, training report, evaluation report)
· Quotations from venue, catering, and equipment provider(s)

For Visibility Materials (e.g. website, brochure, booklet, fliers, videos, films, publications, reports, social media visuals)
· At least 2 hard copies of any visibility materials printed within the context of your Action
· Quotations from service providers

For Experts’ Costs/Fees
· A contract signed with Authors’ Agency (Annex 13) 
· The timesheet(s)
· CV or Biography of the Expert
· All the outputs produced (e.g., report, booklet, research results, presentations, photos from outputs)

For Travel and Transportation Costs
· Hard copy bus/train tickets
· Relevant travel and transportation forms filled and submitted (See Annexes 2.1 and 2.2)
· For private car costs, in addition to Annex 2.2 a proper invoice to be received from a gas station. 

Accommodation:
· Hotel invoice for accommodation including the names of person(s), check-in and check-out dates. 

For Supplies and Equipment
· Quotations (three) from suppliers from the list of suppliers provided by the TA CRM Team.
· In case good/service cannot be provided by any of the suppliers listed in the list of suppliers provided by the TA CRM Team, provide market research list for “best value for money” accompanied by three quotations from suppliers. 
· List of supplies purchased with brief explanatory note to relate them to the activity.  
· Copy of equipment guarantee. 
· Copy of delivery/receipt of supply/equipment. 
· Statement on behalf of the organisation that purchased equipment will remain within the organisation for future activities, with a minimum of 7 years.


Translation and Interpretation Costs
· Document(s) translated 
· Quotations from translators or interpreters from the list of suppliers provided by the TA CRM Team. 
· Proofs of events in which simultaneous translation is purchased. (Please see above for supporting documents required for events)

[bookmark: _Toc96328985]Annex 10 – List of type of Suppliers and Service Providers 
[bookmark: _Hlk96079006]The list of the companies per type of services will be provided to you after signing the contract for your action.

1. Travel
2. Video and Film Production
3. Graphic Designers
4. Printing Companies
5. Translators and Interpreters
6. Website Developers
7. Event Organisers
8. Equipment Rental
9. Equipment Purchase
10. Legal Expertise Services



[bookmark: _Toc96328986]Annex 11 – Final report template
[image: C:\Users\Vale\OneDrive - Macedonian Center for International Cooperation\Desktop\TA project STE\Visibility\New Star Logo.jpg]

CIVIL RESILIENCE MECHANISM – FINAL REPORT
 
	CSO:
	 

	CRM Action Title:
	

	Action Reference Number:
	

	Number and date of contract for CRM in-kind support:
	

	Implementation period:
(Date from – to)
	

	Total costs incurred:
	MKD……………….. / EUR ………………………….



Narrative report on the action implemented with CRM 

	Key achievements 
	Please summarize the achievements of your action implemented with CRM in-kind support. 
Explain how these achievements are related and contribute to the CRM objectives.
Explain how these achievements contributed to the addressing of the identified needs/ challenges/issues. 

	Objectives
	Please specify whether, to what extent and how your action contributed to achieving the objectives/goals specified in your CRM Request Form.

	Results 
	Please explain whether, to what extend and how your action achieved the foreseen outputs and outcomes? Were there any changes/delays/derogations? If any, please explain the reasons and the consequences. 
How these results contributed to the achievement of your action objectives? Please explain the realization of the defined indicators. Please describe the products of the implemented action. 

	Main activities 
	Please briefly describe all activities implemented within the action. Were there any changes/delays? If any, please explain the reasons and the consequences. 
How the implementation of these activities contributed towards the achievement of the expected results of your action? 

	Methodology and approach 
	Please describe the methods and ways how you implemented the planned activities. Please explain how you monitored the achievement and measured the results. 
Did you and how did you apply the rights-based approach. 

	Impact and sustainability 
	Please explain how the achievement of the Action objectives had impact and/or contributed to the development of the thematic field of the Action and/or civil society development in the country, as well as to the region(s)/municipality(ies) where activities were implemented. 
Please explain how you will use the products, equipment purchased, knowledge and skills in your future activities and actions. 

	Cooperation
	Please state the key moments of cooperation that resulted from your Action, with CSOs, local governments, businesses, citizens etc. Which stakeholders were involved in the implementation of the Action? How did you promote the cooperation with these stakeholders? What were the benefits of this cooperation? 

	Added values
	Please explain briefly what added value(s) your Action had in relation to the cross-cutting areas (mainstreaming gender, youth, accessibility, environment protection, inclusion of disadvantageous groups and contributing to the enabling environment for civil society). 



The CSO, represented by the below-signed legal representative, submits, and confirms the validity of the data stated in this report: 
	Name of legal representative(s)
	

	Position(s)
	

	Signature and stamp
	

	Place and date
	



The final report must be accompanied by the financial report. The template for the financial report will be provided to you after signing the contract for your action


[bookmark: _Toc96328987]Annex 12 – Timesheet 
TIMESHEET

	Action ref. number: 
Action title: 
Name of person working on Action:  
Position:            



Month:			Year:  

	[bookmark: _Toc86238089][bookmark: _Toc86159160][bookmark: _Toc377737073][bookmark: _Toc197253556][bookmark: _Toc185848623]Day
	[bookmark: _Toc86238090][bookmark: _Toc86159161][bookmark: _Toc377737074][bookmark: _Toc197253557][bookmark: _Toc185848624]Days Worked
	[bookmark: _Toc86238091][bookmark: _Toc86159162][bookmark: _Toc377737075][bookmark: _Toc197253558][bookmark: _Toc185848625]Daily allowances (days)
	[bookmark: _Toc377737076][bookmark: _Toc197253559][bookmark: _Toc185848626][bookmark: _Toc86238092][bookmark: _Toc86159163]Place of Performance 
	Description of activities performed

	01
	
	
	
	

	02
	
	
	
	

	03
	
	
	
	

	04
	
	
	
	

	05
	
	
	
	

	06
	
	
	
	

	07
	
	
	
	

	08
	
	
	
	

	09
	
	
	
	

	10
	
	
	
	

	11
	
	
	
	

	12
	
	
	
	

	13
	
	
	
	

	14
	
	
	
	

	15
	
	
	
	

	16
	
	
	
	

	17
	
	
	
	

	18
	
	
	
	

	19
	
	
	
	

	20
	
	
	
	

	21
	
	
	
	

	22
	
	
	
	

	23
	
	
	
	

	24
	
	
	
	

	25
	
	
	
	

	26
	
	
	
	

	27
	
	
	
	

	28
	
	
	
	

	29
	
	
	
	

	30
	
	
	
	

	31
	
	
	
	

	Total
	
	
	
	


Date and name:						Date and name: 		
Expert/staff signature						Action implementer signature
[bookmark: _Toc96328988]Annex 13 – Expert Agreement 

CONTRACT FOR PROVISION OF EXPERT SERVICES

The template will be provided to you after signing the contract for your action.



[bookmark: _Toc96328989]Annex 14 – Daily Allowance Form 

DAILY ALLOWANCE FORM JUSTIFICATION

	ACTION REF. NUMBER: 
	

	Name of action implementer:
	

	Action title: 
	

	Action activity: 
	

	Justification:
	

	Number of days:
	

	Daily allowance amount:
	

	Total amount received:
	

	Name of person receiving daily allowance:
	

	Contact (tel/email)
	

	Title of recipient: 
	(e.g., Participant to …….)

	Date: 
	

	Signature:
	





[bookmark: _Toc96328990]Annex 15 – Transfer of Ownership template
Transfer of Ownership with statement for sustainable use of the equipment

	Action Reference Number: 

	Title of the Action:

		Organisation A: CPM, implementing the EU funded project “Technical Assistance for improving the enabling environment for civil society organisations in the Republic of North Macedonia” 
	




	Organisation B/Final Beneficiary to whom the equipment and materials are transferred: insert name of final beneficiary


The transfer of ownership of the listed equipment and materials is done upon the successful implementation of the Action stated above. The transferred equipment and materials will be solely utilised for the operation and sustainability of the (insert name of final beneficiary to whom the equipment and materials are transferred) and the implementation of its mission and objectives as defined in its statute.  
Both parties acknowledge that, upon this transfer of ownership, all rights and obligations concerning the equipment and materials are transferred to (insert name of final beneficiary to which the equipment and materials are transferred). (Insert name of final beneficiary to which the equipment and materials are transferred) also agrees to grant access to the equipment and materials to the European Commission or to auditors appointed by it in order to carry out verifications of the Action referred to above.
Ownership of each item listed has been transferred. (Insert name of final beneficiary to which the equipment and materials are transferred) is in agreement with its content. 
List of Equipment and materials transferred 
	Assets
	Description of item 
	Quantity
	Date of purchase
	Purchase Cost in EUR
	Date of Transfer/Comments

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	



Done in: (place) on: (date)
	(Organisation A) 	
	(Organisation B/Final Beneficiary)

	(Name, Title, Signature)
	(Name, Title, Signature)
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