
Letter of partnership agreement 
between The Lead Organization  _________ (organisation name)  
and ​
​​ _________ (organisation name) 
for specific project implementation

Summary

	Project title:
	 

	  Program
	 

	Project ID:
	   

	Project start date:
	 

	Project end date:
	 

	Project manager:
	 

	Project Director
	 

	Partner name:


	

	Cost in €:  of the tasks assigned to the Partner

	

	Percentage of contribution by EC funds of the cost of the activities carried out by the Partner

	


1
Introduction

Following the approval of the  Project  …… , by Grant EuropeAid  under the Programme “…….”  ( Reference: …….), in order to implement the project in the modalities established in the Contract: DCI-NSA ED/2008 153-791 Armadilla is formalizing a letter of agreement with each partner of the consortium that has presented the proposal.

The Lead Organization XXX.  aspires to build partnerships that are inclusive, accountable, empowering, and based on relationships of openness and trust.  The partners here associated refer to the enclosed document 
" 

Good partnership Guidelines
  for building a healthy communication climate and motivating partnership cooperation.
The Lead Organization XXX. ’s Partner Relations will be informed by and managed to a set of clear principles. These five principles are outlined in The Lead Organization XXX. ’s Partnership Policy (Annex 1) and underpin our programme and partnership decisions in development, humanitarian, and campaigns work at every level of activity. (Region/Country to attach a copy of the partnership principles to each funding agreement letter as Annex 1). 

This funding agreement is entered into by ________ (organisation name) and The Lead Organization XXX. . The process leading up to signing this agreement should have included discussions taking into account how the partnership will work and an assessment of the capacity of both The Lead Organization XXX.  and the partner organisation to deliver project objectives and activities. 

This will have also included agreement about what non-financial support The Lead Organization XXX.  will bring to the partnership, e.g. for capacity-building and other aspects of institutional support. The Lead Organization XXX.  and ________ (organisation name) should also have a shared understanding about all project deliverables; The Lead Organization XXX. ’s and ________’s (organisation name) roles and responsibilities in achieving the project outcomes and a clear understanding of the exit strategy when the project ends. 

2
Objectives

Region/Country to fill in: Describe what The Lead Organization XXX.  and _____(organisation) want to achieve together. 

Specific use to which designated funds from The Lead Organization XXX.  are to be put 

The Lead Organization XXX.  has approved a grant of ___ (£ euro) 

OR  

The Lead Organization XXX.  has approved a grant of ___ (local currency). At date of signing, this represents ___ £ euro. 

The grant is made in relation to Project ______(include Project title and ID) based on a project proposal agreed between ________ (organisation name) and The Lead Organization XXX. .  The grant must be used exclusively by ________ (organisation name) for the agreed Project and in accordance with the attached project proposal and budget (Annex 2) which form an integral part of this agreement. The financing for this grant is provided by ________  (specify source of restricted or unrestricted funding). 

The objectives, milestones and outputs of the project are outlined as follows. Achievement of these milestones and outputs according to the attached project and budget represent the conditions against which The Lead Organization XXX.  will agree to pay remaining instalments of the project budget. Where project activities are funded by an external donor, milestones and outputs will correspond to those outlined in The Lead Organization XXX. ’s agreement with the donor. 
	Objectives
	Project milestones/outputs against objective
	Date for achievement of milestones

	Year 1


	
	

	Year 2


	
	

	Year 3


	
	


Any proposed changes to the project objectives, implementation and/or any consequent budget changes must be formally agreed in writing between _____(organisation) and The Lead Organization XXX.  and attached as a dated Appendix to this agreement.

3
The Partners responsibilities

	Partner Main Responsibilities
	The Lead Organization XXX. ’s Main Responsibilities

	· To carry out the field level implementation of the project in accordance with the detailed approved budget and planned activities included in the agreement. 

· To have the needed technical, management and social promotion personnel to fulfil the objectives of the project.

· To execute, direct, monitor and follow up the technical, organisational and training activities to ensure the achievement of the project targets. 

· To submit a narrative and financial report every xxx months, following the specific The Lead Organization XXX.  guidelines and accounting/banking requirements detailed in the agreement. (Specific dates for report submission are included in the funding agreement.) 

· To carry out participative evaluations every three months, to identify the needed implementation changes that should be pursued to fulfil the objectives and targets of the project.
	· To accompany the field implementation process, establishing effective communications, good co-ordination and effective working  relationships with xxx (organisation) staff.

· To identify with xxx(organisation) the learning and evaluation requirements, advice and qualified technical support needed to ensure project objectives and activities are met. Capacity-building needs should be outlined and agreed separately with xxxx (organisation).

· To provide comments to narrative and financial reports not later than xxxx days after submission of the reports. 

· To monitor the budget execution, in order to verify its correct management according to the detailed budget included in the agreement. If The Lead Organization XXX.  needs to audit the project, (the partner) will commit to provide the required assistance. 

· To make finance payments on time, as per schedule included in funding agreement (assuming partner responsibilities have been met). 

· To participate in the processes of systematic evaluation and the final evaluation of the project.


Disbursement schedule: The disbursement schedule should also be included here.  
The grant will be disbursed as per the following timetable, and on receipt of appropriate reports from the partner organisation: 

· Tranche 1: xxx currency payable on xxx date

· Tranche 2: xxx currency payable on xxx date

· Tranche 3: xxx currency payable on xxx date

Code of Conduct:  The Lead Organization XXX.  expects all of its staff members to follow The Lead Organization XXX. ’s code of conduct, which is attached as Annex . (Region/Country to attach) If  ________ (organisation) feels that any part of The Lead Organization XXX. ’s code of conduct is not being followed, they should raise this immediately with ____ (name of Country Programme Manager). If this does not resolve the issue, then they should discuss the issue with the Regional Programme Manager (insert name of RPM) or the Regional Director (insert name of Regional Director).

4
 ________’s (organisation name) responsibilities

For Region/Country to fill in:  Please include a paragraph which states clearly what the partner organisation is responsible for, including stating how grant money will be spent and how this will achieve project objectives. This paragraph will build on the specific milestones and outputs outlined in Section 2. Annex 3 includes an example of how this might look.  

5
Requirement of a report from the partner on the use of grant funds

________ (organisation name) must keep financial records of the project in line with the project description, according to standard accounting practices, and must meet the (relevant) Government’s statutory and legal requirements for accounts, audit, annual reports, and annual returns. 

The Lead Organization XXX.  requires progress reports every____ months and financial statement of income and expenditure according to the budget heads agreed every ____months.  The reports should outline how programme/project objectives are being/have been achieved, and financial reports should be signed by an authorised officer (e.g. Treasurer or authorised Accountant).  

Report due dates: 

· 6-month: xxxx (financial and narrative) 

· Year 1: xxxxx (financial and narrative)

· etc

An independently audited annual statement of accounts is to be given to The Lead Organization XXX.  unless otherwise stated.  

6
The Lead Organization XXX. 's right to check on the use and the expenditure of the funds

The Lead Organization XXX.  reserves the right to monitor and evaluate activities implemented by the partner. In order to do this, The Lead Organization XXX. 's authorised representatives will from time to time visit the project, normally at times agreed in advance, to see the progress of the project and review financial records and accounts.  The Lead Organization XXX.  reserves the right to visit without prior notice.

The Lead Organization XXX.  reserves the right to examine all financial records and materials purchased with The Lead Organization XXX.  funds, and to audit use of funds with reference to the budget proposal.

________ ( organisation name) agrees to return to The Lead Organization XXX.  any funds not used for the agreed project. If the agreed project objectives and conditions are not met, The Lead Organization XXX.  may reclaim the disbursed funds, either wholly or in part.

7
The Lead Organization XXX. 's right to terminate or suspend the grant

Failure to comply with the terms of this agreement may result in immediate cessation of funding and/or support from The Lead Organization XXX. . The Lead Organization XXX.  has the right to terminate the grant early and stop all payments if:

· ________ (organisation name) fails to comply with any of the terms of this agreement, including use of funds outside of this agreement or fraudulent use of funds; or

· The Lead Organization XXX.  is required by local or central government or court to suspend or terminate the grant; or

· geographical, security or other conditions prevent the partner from using the grant in accordance with the project proposal, or The Lead Organization XXX.  from carrying out the checks in this agreement, or

· ________ (organisation name) no longer carries on activities of the kind in the project proposal or loses its approval from the administrative authorities for this kind of activity, or

· this grant is funded by ________ (name donor) and the donor requests or requires The Lead Organization XXX.  to suspend or terminate the grant.

In the case of a multi-year grant (i.e. grant disbursements over more than one The Lead Organization XXX.  financial year), The Lead Organization XXX.  reserves the right to cancel or postpone disbursements if the partner cannot demonstrate that the objectives for the first year or subsequent years have been achieved.

8
Quality and sector specific standards and requirements 

In addition to this agreement, the following quality and/or sector requirements apply, for which The Lead Organization XXX.  will provide support to the partner.

(Region/Country to adapt/delete as required): Add sector specific requirements as appropriate, e.g. Sphere Standards
9
Procurement

If the budget permits ________ (organisation name) to buy goods or services, then ________ (organisation name) shall ensure there is a procurement process in place, which demonstrates probity and value for money. If ________ (organisation name) does not have a procurement process in place, then it will be expected to follow The Lead Organization XXX. ’s procurement requirements.  If the project is financed by another donor, ________ (organisation name) agrees to comply with the donor’s procurement requirements. (Region/Country to attach The Lead Organization XXX. ’s or donors procurement requirements  as appropriate)
10
  The activities are legal

________ (organisation name) agrees to comply with all applicable laws in ____________ (country name).

11
Violence and money laundering

________ (organisation name) agrees to ensuring that to the best of its knowledge and belief, it will not promote or engage in violence, terrorism, or money laundering, nor will it make sub-grants to any entity that engages in these activities. Any sub-grants by _____(organisation name) will include an equivalent obligation.

12
Meeting additional donor requirements (Region/Country adapt/delete as appropriate): 

This project is funded by ________ (donor name). As a consequence,  ________ (organisation name) agrees to work with The Lead Organization XXX.  to ensure that the project complies with the following additional donor requirements for this project, included as Annex 3

(Region/Country to outline any additional donor requirements as Annex 5)
13
Communication, resolution of problems, and The Lead Organization XXX.  Complaints Policy 

Both The Lead Organization XXX.  and ________ (organisation) agree to communicate openly, transparently and constructively and to try to resolve any issues locally. If ________ (organisation) feels that communication is not open, transparent, or constructive or feels that it cannot resolve an issue locally, the organisation may use The Lead Organization XXX. ’s Complaints Policy. The Complaints Policy has been established by The Lead Organization XXX.  to ensure that a transparent and effective mechanism is available to all those affected by The Lead Organization XXX. ’s work to register significant concerns about our work. All The Lead Organization XXX.  staff are committed to ensuring that the Complaints Policy is widely communicated and managed effectively.  The Complaints Policy is attached as Annex 6. (Region/Country to attach with local contact information and guidance re: use of policy locally).

If  ________ (organisation name) prefers, they could also raise the issue with a third-party organisation to help find a resolution. Such an organisation might be a national NGO platform or any third-party organisation agreed by The Lead Organization XXX.  and ________ (organisation name). 

	The Lead Organization XXX. 
Signature:

Name:

Job title:

Date:


	________ (organisation name)

Signature:

Name:

Job title:

Date: 


ANNEX 
The Lead Organization XXX.  Code of Conduct
ANNEX 
Additional donor requirements

ANNEX 
The Lead Organization XXX.  Complaints Policy

Templates:

 
" 

Contract TORs 
 -  
" 

Salary Receipt
 -  
" 

Per diem claim/receipt 
-  expenses claim xls.  Expenses claim doc   -   Project Timecard - 

