Annex 2: Accountability to Affected Populations – A checklist to get started
A number of tools exist to assist to review accountability to affected populations (AAP) in a
programme. Based on the Inter-Agency Standing Committee draft Operational Framework and the
Commitments on Accountability to Affected Populations analysis and assessment tools, below are
some very preliminary checklist questions to provide a practical, programme-focused starting point.
1. Leadership, governance and staff competencies




Are the resources – human and financial – needed to improve and ensure accountability
during response routinely incorporated into project plans and proposals?
Is accountability integrated into Terms of Reference? Into the sector/cluster plan in the
Consolidated Appeal?
Do job descriptions outline each person’s role in meeting FAO’s commitments on
accountability?

2. Transparency, communication and information provision









Do the programme staff routinely engage in two-way communication with affected
communities?
Are they provided with training and support to do so?
Does the office have dedicated communications expertise to provide programme staff with
the technical support they need in communicating with affected communities?
Do the communities get asked what kind of information they require and in what formats?
Are communication needs and methods assessed during needs assessments?
Do programme participants know about FAO, about the standards of behaviour they can
expect from FAO and partner staff, and how to get in contact if they need to?
Is information provided in a variety of comprehensible formats and in relevant languages?
Do all potential participants have access to unbiased and clear information regarding targeting
and selection, and a chance to question it?

3. Feedback and complaints








Is feedback actively sought from communities? Is this feedback used?
Do you gather feedback on the quality and accountability of the response/projects?
Do you share and discuss findings from feedback, assessments and evaluations with local
communities? Do you let people know what impact their feedback had?
Do the communities you seek to assist have any means by which they can lodge a complaint?
Is there a means by which they could lodge a sensitive complaint in a safe and confidential
way?
Are complaints and feedback mechanisms systematically explained so populations understand
how to use them and what to expect?
Do people get a response regarding their complaints?

4. Participation and representation




Do all interest groups have a voice, including women, children, the aged, minority cultural
groups and people living with disabilities?
Are community representatives truly representative of the communities? Does participation in
FAO programmes occur independent of political, governmental, or other power based
representation structures?
Do communities or their representatives participate in developing criteria for targeting and
selection of those who receive assistance?
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5. Design, monitoring, evaluation and learning







Do you ensure that whenever possible, communities or their representatives are consulted
during needs assessment?
Do you involve communities in project design?
How often do you invite local community representatives to take part in monitoring?
Do you evaluate the accountability and quality of the response/project?
Do affected populations participate in evaluations?
Is AAP included in the project design and evaluation documents?

6. Protection against sexual exploitation and abuse





Are all staff and partners clearly informed about what acts constitute sexual exploitation and
abuse and are therefore prohibited?
Are staff well informed and educated regarding FAO’s commitment to preventing sexual
exploitation and abuse of the people it seeks to assist by anyone associated with the
Organization or its partners? Are they aware of the obligations set forth by the SecretaryGeneral’s Bulletin on Protection against Sexual Exploitation and Abuse, including the
obligation to report?
Are affected populations aware of FAO’s commitment to protect them from sexual
exploitation and abuse, and do they know how to hold the Organization and its staff
accountable for their conduct?

7. Working with partners and other stakeholders






Do partnership agreements include reference to AAP?
Do you seek opportunities to work on joint exercises, such as needs assessments or
complaints?
Do you make FAO’s commitments on AAP clear to partners, and establish minimum
expectations with them regarding their own practice?
Do you identify potential partners with a demonstrated commitment to accountability?
Do you support partners to improve the quality and accountability of their work?
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Annex 3: Example of a Letter of Agreement for CFW

Fax: ...-..-.......... / Tel: +...-...-........... www.fao.org

LETTER OF AGREEMENT 95/2012
Between
the Food and Agriculture Organization of the United Nations (“FAO”) and the

.........................................
For provision of
“Supervision Services of community activities through Cash For Work approach in District: ............;
Region: (Reference )”

1. Introduction
The Food and Agriculture Organization of the United Nations (hereinafter referred to as “FAO”)
and (hereinafter referred to as the “Service Provider”) (together hereinafter referred to as the
“Parties”) have agreed that the Service Provider (SP) will provide certain services defined in detail in
the attached Annex (the “Services”) which forms an integral part of this Letter of Agreement
(hereinafter the “Agreement”) in support of cash for work activities which will contribute to
protecting pastoral community livelihood assets in ........... and enhancing the community’s capacity to
cope with shock through an integrated approach. To enable the Service Provider to provide the
Services, FAO will pay the Service Provider a total amount not exceeding
USD ........(........................US Dollars).
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2. Purpose
a) The purpose for which the funds provided by FAO under this Agreement shall be
used are the following:
(i)

Objective. The Services will contribute to the following Organizational
objective: To increase food availability and food access for drought affected
communities in selected locations of .............

(ii)

Outputs/outcomes:

(iii)



A total of 1400 vulnerable HHs (equivalent to 8400 beneficiaries)
benefitting from cash at disposal through cash-for-work activities,
enabling them to sufficiently meet their minimum food requirements.



Increased livelihood resilience through the cash for work activities by
rehabilitating productive infrastructure (water catchments, canal
rehabilitation and feeder roads) over a period of 54 days of effective
work in .........District of ....... Region.

Activities. The Service Provider will undertake the following activities:
[Beneficiary household selection; Supervision of community activities
through Cash For Work; Provide training to 10 percent of the total
beneficiary households].

b) A detailed description of the Services including technical and operational
requirements, budget, work plan and timeframe, performance indicators and means of
verification, as well as inputs to be provided free-of-charge by the Service Provider
and FAO, if any, are set out in detail in the Annex (Terms of agreement).
3. General Conditions
a) Funds provided by FAO under this Agreement are to be used by the Service Provider
exclusively for the provision of the Services in accordance with the budget set out in the
Annex 1: 5 (detailed budget). Neither the Service Provider nor its personnel nor any
other persons providing the Services on its behalf, will incur any additional commitment
or expense on behalf of FAO.
b) Title to the inputs provided by FAO to the Service Provider shall remain with FAO until
such time these are transferred to the beneficiaries. The Service Provider shall take all
reasonable measures to ensure that inputs provided by FAO reach the intended
beneficiaries without delay and in the condition in which they are received. The Service
Provider assumes full responsibility for the storage, handling and management of inputs
provided by FAO and shall assume liability for any damage and losses after the inputs
come under its physical control, custody or possession.
c) FAO seeks to ensure that all inputs handed over to the Service Provider are fit for its
intended use. The Service Provider shall inform and consult with FAO in case the
condition of any FAO-supplied inputs is in doubt, or there is a perceived risk of
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deterioration of the inputs arising from acceptance of the inputs at the handover points. In
such cases, FAO and the Service Provider will mutually agree on the appropriate
operational measures to address such risk. Any costs approved by FAO for storage,
recuperation, sampling and/or fumigation shall be borne by FAO.
d) The Service Provider will be responsible for all activities related to the provision of the
Services and the acts or omissions of all employees, agents or other representatives, and
authorized subcontractors providing the Services on its behalf. FAO will not be held
responsible for any accident, illness, loss or damage which may occur during the
provision of the Services or any claims, demands, suits, judgments, arising there from,
including for any injury to the Service Provider’s employees, or to third parties, or any
loss of, damage to, or destruction of property of third parties, arising out of or connected
to the Service Provider’s work or performance under this Agreement.
e) The Service Provider shall not utilize funds received under this Agreement to subcontract
services or procure items except as specifically provided for in the Annex or as
specifically approved in writing by FAO. Any subcontracting arrangement shall in no
way relieve the Service Provider of the responsibility for the provision/delivery of the
Services required under this Agreement. Subcontracts or procurement of the items set
forth in the Annex shall be procured in conformity with the Service Provider’s own
procurement rules and procedures. The Service Provider confirms that its procurement
rules and procedures, and their implementation, ensure that the procurement process is
transparent and consistent with generally-accepted principles governing public sector
procurement to obtain best value for money. The Service Provider will ensure that its
agreements with any subcontractor include the obligation to maintain appropriate records
for a period of five years and FAO’s right to review, audit and have access to all
documentation and sites related to the activities carried out in connection with this
Agreement.
f) The Service Provider shall make and thereafter maintain, in compliance with national
legislation, provision for adequate insurance to cover such risks as damage to property
and injuries to persons, as well as third party liability claims.
g) The personnel assigned by the Service Provider to provide the Services are not considered
in any respect as being employees or agents of FAO. Nothing in this Agreement or in any
document or arrangement relating thereto shall be construed as conferring any privileges
or immunities of FAO on the Service Provider, its personnel or any other persons
providing the Services on its behalf.
h) Nothing in this Agreement or in any document relating thereto, shall be construed as
constituting a waiver of privileges or immunities of FAO, or as its acceptance of the
jurisdiction of the courts of any country over disputes arising out of this Agreement.
i)

The present Agreement shall be governed by general principles of law, to the exclusion of
any single national system of law. General principles of law shall be deemed to include
the UNIDROIT Principles of International Commercial Contracts of 2010.
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j)

In providing the Services, the Service Provider shall conform to all national laws
applicable to its activities and its relations to third parties, including employees. The
Service Provider shall promptly correct any violations thereof and shall keep FAO
informed of any conflict or problem arising in relation to national authorities.

k) The Service Provider confirms that it has not engaged in, nor will to engage in any
corrupt, fraudulent, collusive or coercive practices in entering into or implementing this
Agreement and agrees to adhere to the UN Supplier Code of Conduct which can be
viewed at http://www.un.org/depts/ptd/pdf/conduct_english.pdf. For the purpose of this
Agreement, the following terms shall have the following meanings:
“Fraudulent practice” is any act or omission, including misrepresentation, that knowingly or
recklessly misleads, or attempts to mislead, a party to obtain, financial and/or other benefit
and/or to avoid an obligation.
“Coercive practice” is impairing or harming, or threatening to impair or harm, directly or
indirectly, any party or the property of the party to influence improperly the actions of a party.
“Collusive practice” is an arrangement between two or more parties designed to achieve an
improper purpose, including to influence improperly the actions of another party.
“Corrupt practice” is the offering, giving, receiving or soliciting, directly or indirectly, of
anything of value whether tangible or intangible to improperly influence the actions of another
party.
l)

The Service Provider shall take all reasonable precautions to avoid any conflict of interest
in the implementation of the Services and shall inform FAO without delay of any situation
constituting or likely to entail a conflict of interest including any FAO personnel having an
interest of any kind in the Service Provider’s activities.

m) Unless authorized in writing by FAO, the Service Provider shall not advertise or
otherwise make public that it has a contractual relationship with FAO, nor shall the
Service Provider, in any manner whatsoever use the name or emblem of FAO, or any
abbreviation of the name of FAO.
n) All intellectual property rights, including copyright, in the outputs produced under this
Agreement are vested in FAO, including, without any limitations, the right to use,
publish, translate, sell or distribute, privately or publicly, any item or part thereof.
Neither the Service Provider nor its personnel will communicate to any other person or
entity any confidential information made known to it by FAO nor will they use this
information for private or corporate advantage. This provision will survive the expiration
or termination of this Agreement.
o) To comply with disclosure requirements and enhance transparency, FAO may release
and/or publish the following information about this Agreement: (i) the name and
nationality of the Service Provider; (ii) a brief description and location of the Services
provided; and (ii) the amount of this Agreement. The Service Provider specifically
consents to the release and/or publication of such information. FAO will not release or
publish information that could reasonably be considered confidential or proprietary.
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p) The Service Provider shall return to FAO any unexpended funds budgeted and paid by
FAO under this Agreement.
q) This Agreement is not subject to payment by FAO of any levies, taxes, registration duties
or any other duties or charges whatsoever. The Service Provider shall duly pay taxes,
duties and other charges in accordance with prevailing laws and regulations applicable to
the Service Provider.
r) The Service Provider agrees to undertake all reasonable efforts to ensure that none of the
funds received from FAO under this Agreement are used to provide support to individuals
or entities i) associated with terrorism, as included in the lists maintained by the UN
Security Council pursuant to its Resolutions 1267 (1999), 1844 and 1916; or ii) that are
the subject of sanctions or other enforcement measures promulgated by the United
Nations Security Council. This provision must be included in all subcontracting
arrangements or assignments entered into under this Agreement. The Service Provider
acknowledges and agrees that the provisions of this Article constitute an essential term of
this Agreement and any breach of these obligations and warranties shall entitle FAO to
terminate this Agreement immediately upon notice to the Service Provider, without any
liability for termination charges or any other liability of any kind of FAO.
s) The Service Provider shall take all appropriate measures to prevent sexual exploitation or
abuse of any beneficiary of the services provided under this Agreement, or to any persons
related to such beneficiaries, by its employees or any other persons engaged and
controlled by the Service Provider to perform any services under this Agreement. For
these purposes, sexual activity with any person less than eighteen years of age shall
constitute the sexual exploitation and abuse of such person. In addition, the Service
Provider shall refrain from, and shall take all reasonable and appropriate measures to
prohibit its employees or other persons engaged and controlled by it from exchanging any
money, goods, services, or other things of value, for sexual favours or activities, or from
engaging in any sexual activities that are exploitive or degrading to any beneficiary of the
services provided under this Agreement or to any persons related to such beneficiaries.
The Service Provider acknowledges and agrees that the provisions hereof constitute an
essential term of this Agreement and that any breach of these provisions shall entitle the
Organization to terminate this Agreement immediately upon notice to the Service
Provider, without any liability for termination charges or any other liability of any kind.
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4. Reporting and Record Maintenance Requirements
a) The Service Provider shall submit to the Responsible Officer named in paragraph 9
below, the Reports listed in the Annex on the dates set forth therein, including a final
report consisting of a narrative report and financial report (“Final Report”) within 30 days
following the completion of the Services. The Final Report must be sufficiently detailed
to allow certification of deliverables and of expenditures. The financial report shall be
signed and certified as to its correctness by a duly designated representative of the Service
Provider (e.g. executive officer, chief financial officer, chief accountant or similar).
b) The Service Provider shall keep accurate financial records and maintain supporting
documentation showing the utilization of inputs and funds under this Agreement and any
other documentation related to the Services for a period of five years following
termination or expiry of the Agreement, during which period FAO, or a person
designated by FAO, or the relevant auditing authority (e.g. national audit office) shall
have the right, at any time, to conduct reviews and/or audits relating to any aspect of this
Agreement. The Service Provider shall provide its full and timely cooperation with any
such review or audit. Full and timely cooperation shall include, but not be limited to,
making available employees or agents and granting to FAO or other designated person or
relevant authority, access at reasonable times and conditions to the Service Provider’s
premises or other sites where documentation related to this Agreement is kept or activities
related to this Agreement are carried out.
5. Delays and Termination
a) The Agreement shall enter into force upon signature by both Parties and shall remain in
force until the Services have been satisfactorily provided or until otherwise terminated in
accordance with the provisions herein.
b) The Service Provider will carry out the Services in accordance with the work plan and
within the timeframe set forth in the Annex and shall notify FAO of any delays that will
prevent delivery of the Services in accordance with the work plan and within the
timeframe set forth in the Annex.
c) FAO may suspend or cancel all or part of this Agreement, obtain the Services elsewhere
and make corresponding adjustments to any payments that may be due to the Service
Provider, if the Service Provider fails to make delivery, or perform to a standard
considered acceptable to FAO. Subject to consultation with the Service Provider, the
determination of FAO, relating to this provision, shall be binding.
d) If at any time during the course of this Agreement it becomes impossible for the parties to
perform any of their obligations for reasons of Force Majeure, that party shall promptly
notify the other in writing of the existence of such Force Majeure. The party giving notice
is thereby relieved from such obligations as long as Force Majeure persists. For the
purpose of this Agreement, the term “Force Majeure” shall mean any unforeseeable
exceptional situation or event beyond the Parties' control which prevents either of them
from fulfilling any of their obligations under this Agreement, was not attributable to error
or negligence on their part (or of their personnel, agents, or other representatives, or
authorized subcontractors), and proves insurmountable in spite of all due diligence.
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e) FAO shall have the right to terminate this Agreement, by written notice to this effect, if it
considers that continued implementation of the Agreement is impossible or impractical:
for unforeseen causes beyond the control of FAO;
in the event of a default or delay on the part of the Service Provider after written notice by FAO
which provides a reasonable period to remedy the default or delay.
f) In the event of termination as per 5e) above, the following shall apply:
(i)

termination for unforeseen causes beyond its control, FAO shall complete all
payments for expenses which have been incurred by the Service Provider up
to the effective date of termination.

(ii)

termination due to the Service Provider’s default or delay, the Service
Provider shall refund to FAO any payment already received in respect of
Services that have not been performed to a standard considered acceptable to
FAO.

g) FAO shall have the right to terminate this Agreement, by written notice to this effect, if
FAO establishes in accordance with its adminstrative procedures:
(i)

irregularities, fraud or corruption on the part of the Service Provider in
relation to this Agreement;

(ii)

a breach of the conflict of interest provision in paragraph 3l) above;

(iii)
a breach of the reporting requirements in paragraph 4 above.
h) In the event of termination as per g) above, the Service Provider shall refund to FAO all
payments that were made on the basis of the irregularity, fraud or corruption, or as
otherwise determined by FAO to be equitable and take other action as deemed
appropriate by FAO.
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6. Terms of Payment
a) In full consideration of the services provided by the Service Provider, FAO will pay
and/or reimburse the Service Provider up to a total amount which represents FAO’s
maximum financial liability not to exceed:

(USD)
]
b) The payments will be made after certification by the Responsible Officer of the request(s)
for payment as follows:
(i)

USD ..............[..............................US Dollars] [30% of the total amount]
upon reception from the SP and clearance by FAO of the list of targeted
villages as described under Appendix I ‘Terms of agreement and relevant
annexes;

(ii)

USD
.............[.............................US Dollars] [50% of the total amount]
upon acceptance by FAO of the Interim Report as described under Appendix
I ‘Terms of Agreement’ and relevant annexes;

(iii)

USD........... [..............................US Dollars] [20% of the total amount] upon
acceptance by FAO of the Final Report mentioned under paragraph 4a) above
and the submission of the distribution assessment review forms as described
under the Annex ‘Terms of Agreement’ and relevant Form Management
Tools (FMTs) and the return of the non-expendable items (Laptops and
printers) provided by FAO.

c) The amount set forth in 6a) will be paid in the currency stated above, in accordance with
the detailed banking instructions provided by the Service Provider in 6d).
d) Detailed Banking Instructions
Bank Name:
Bank Address:
Account name:
Account No:
Currency: US Dollar
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e) The Service Provider shall submit each request for payment to the address indicated
below:
CFW Coordinator...............
email: ..............................
FAO
f) FAO enjoys certain privileges and immunities which include exemption from payment of
Value Added Tax ("VAT" or "IVA"), customs duties and importation restrictions.
g) If the Service Provider fails to submit the Final Report mentioned in 4a) above no later
than 30 days following completion, expiry or termination of this Agreement, FAO may,
after provision of due notice of the default, terminate this Agreement without making the
final payment.
7.

Settlement of Disputes
a) Any dispute between the parties arising out of the interpretation or execution of this
Agreement, if not settled by negotiation between the parties or by another agreed mode of
settlement, shall be submitted at the request of either party, to one conciliator. Should the
parties fail to reach agreement on the name of a sole conciliator, each party shall appoint
one conciliator. The conciliation shall be carried out in accordance with the Conciliation
Rules of the United Nations Commission on International Trade Law, as at present in
force.
b) Any dispute not resolved by conciliation shall, at the request of either party, be settled by
arbitration in accordance with the Arbitration Rules of the United Nations Commission on
International Trade Law, as at present in force. The arbitral tribunal shall have no
authority to award punitive damages. FAO and the Service Provider agree to be bound by
any arbitration award rendered in accordance with this article, as the final adjudication of
any such dispute.
c) The parties may request conciliation during the execution of this Agreement and in the
period not to exceed twelve months after the completion, expiry or termination of this
Agreement. The parties may request arbitration not later than ninety days after the
termination of the conciliation proceedings. All dispute resolution proceedings shall be
conducted in the language in which the agreement is drafted provided that it is one of the
six official languages of FAO (Arabic, Chinese, English, French, Russian and Spanish).
In cases where the language of the agreement is not an official language of FAO, the
conciliation or the arbitration proceedings shall be conducted in English.

8. Amendments. Any changes or amendments to this Agreement shall be made in writing and on
the basis of mutual consent of the signatories to this Agreement.
9. Designation of the FAO Responsible Officer.
..........., Cash For Work Coordinator;
email:.......................;
FAO............................................................................................;
is
designated the officer responsible for the management of this Agreement (“Responsible
Officer”) on behalf of FAO
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10. Entry into force and period of validity. The Agreement will enter into force upon the date of
signature by the Service Provider, by FAO or on xx Month 20.. [whichever of the three dates is
the latest] and will terminate on...............................
Signed on behalf of the Food and Agriculture Organization of the United Nations:

Signature:__________________________
Date:______________________________

Ms.

Signed on behalf of the SP:

Signature:____________________________
Date:________________________________
Name:_______________________________
Title:__________________________________

The service provider will sign two copies of this Agreement and return one to the responsible officer.
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ANNEX I - TERMS OF AGREEMENT
1.

Background

FAO is funding an extensive CFW Programme for ............ with implementation foreseen to take place
between mid-.................... and end of...................... . The programme is closely coordinated with
FAO activities of agriculture inputs distribution and support to the livestock sector.
Within the foreseen five months time-frame, FAO aims at assisting 96 402 HHs through a total of
9 weeks of CFW. These works will be ideally implemented between the month of October 2012 and
March 2013 (6 working days per week, compensated at USD 3 per day/USD 18 per week/USD 72 per
month). This calendar might vary in different location and based upon seasonal fluctuations.
Payments to the beneficiaries will be implemented through money vendor(s) who will deliver
payments in selected locations in coordination with the selected NGOs/SPs. FAO will also provide
payments for the beneficiaries travel allowances to the money vendor.
FAO will implement all the activities of community mobilization, coordination with money vendor,
beneficiaries and communities selection, etc through partners / service providers which are the object
of this Request for Proposal. In the selection of target communities and once/if selected, the
Implementing partners will make all possible efforts to coordinate activities with FAO Implementing
partners engaged in agriculture inputs distribution and assistance to the livestock sector.
The works above will provide households with productive and compensated work opportunities, while
allowing for the rehabilitation/construction of productive assets and rural infrastructure (water
catchments, roads, river embankments and secondary canals), as well as infrastructure for the
mitigation of the impact of floods and droughts. Rehabilitation and safeguarding of productive
infrastructure through CFW will increase resilience and mitigate the impact of future shocks.
Through the CFW approach FAO also enhances food access in the short-term. This ensures that the
poorest do not descend further into poverty and limits the adoption of negative coping mechanisms,
such as the sale of productive livestock assets and entering into large debts. This approach further
supports the immediate needs of affected population; with better infrastructure and training, farmers
can increase their yields and have stronger connections to markets, while benefitting from increased
resilience to future shocks.
2.

Terms of Reference
2.1

Definition of Output(s) and/or Outcome(s)
The short term objective of this project is to increase food availability and food access
for drought affected communities in selected locations of ......In the medium and in
the long-term and in synergy with other FAO interventions for inputs distribution and
support to the livestock sector, the project aims at strengthening resilience to drought
and improve livelihoods sustainability of agro-pastoral and riverine communities
targeted by the project.
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The expected outcomes are as follows:

2.2

-

A total of 1400 beneficiaries engaged in the rehabilitation of xxx irrigation canals
adding up to a total of xxxx Km length, xxx feeder roads rehabilitated adding up to a
total of xxx square m bush cleared and xxxx water catchments excavated adding up to
a total volume of XXX m³ of storage capacity over a period of 54 days of effective
work [details provided in 2.2 e)].

-

A total of USD 221 130 provided to 1400 of vulnerable HHs (equivalent to 8 400
beneficiaries) through the money vendor in addition to payments for transport to
money vendor payment locations as / when applicable.

-

Twenty percent of the total beneficiaries per district (in those districts which are
coastal) selected to rehabilitate XXXX feeder roads with the aim of improving access
from the boats to the market. Where this is not possible due to extreme proximity
between the boats and the main market/town then they will concentrate their work in
water catchments and/or rehabilitation of canals over a period of 54 days of effective
work [details provided in 2.2 e)].
Description of services/activities:
The following activities will be implemented by the Service Provider under the signed
Letter of Agreement (LoA) for the rehabilitation of productive infrastructure:

a) Liaise with NGOs that have / are implementing interventions of agriculture inputs
distribution and of livestock sector support in the same district, as per list that will be
provided by FAO upon LoA signature, to evaluate / discuss / coordinate possible
overlapping(s) in community and beneficiaries selection. Whenever the given selection criteria
are compatible, FAO supports targeting for CFW the same households that had been assisted
by other FAO interventions of agriculture inputs distribution and of livestock sector support.
Liaising should be completed within the first two weeks of project operations and repeated at
regular intervals throughout the project implementation as applicable.

b) Mobilize and sensitize regional and district authorities, in close consultations with local
administration, communal elders and relief committees, on:
‐
‐

the purpose of the action and on the criteria for identification and selection of
infrastructure and beneficiaries as developed and as agreed in consultation with FAO.
the project objective, planned activities, opportunities available, payment rates (USD) and
duration of each activity;

For the above and with completion expected within two weeks from LoA signature, the SP /
NGO will organize the relevant meetings to discuss the project and gather the list of
communities targeted, as per modalities defined under 2.4 below. Information over the
district authorities contacted will be reported by the SP under format ‘FMT I’ as attached to
this LoA. Through the information detailed under FMT I, FAO will perform routine
verifications through its call center, aimed at verifying the existence of the proposed locations,
as well as awareness by council members and village elders of the project.
The information collected by the FAO’s call center will allow for the final clearance of the
village list by FAO. In case of incongruence of relevance, FAO will contact the SP for the
verification / correction of the issues signaled.
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c) Mobilize and sensitize village communities, in close consultations with communal elders,
relief committees and eligible beneficiaries, on:
‐
‐

the purpose of the action and on the criteria for identification and selection of
infrastructure and beneficiaries as developed and as agreed in consultation with FAO;
the project objective, planned activities, opportunities available, payment rates (USD) and
duration of each activity.

For the above, the NGO will organize the relevant meetings as per modalities defined under
Par 2.4 below; the stakeholders and the community meetings will be aimed at facilitating the
selection of households and activities for cash for work to be involved in the rehabilitation
of infrastructure. For each household participating in the rehabilitation works, the NGO will
indicate the reference person who will collect the payments.
Relevant details over the process followed for village and HH selection must be detailed in the
interim report as per details provided in the format ‘FMT I’ attached to this LOA. Through the
information detailed under format FMT I, FAO will perform routine verifications through its
call centre, aimed at verifying key queries such as existence of villages/settlements, elders’
awareness of the project timeline in their communities as well as overall compliance with
consultative process.
Together with the verification process detailed under point b) above, the information collected
by the call center will allow for the final clearance of the village list by FAO. In case of
incongruence of relevance, FAO will contact the SP for the verification / correction of the
issues signaled.
d) Provide FAO with the list communities/villages within 21 days from the signature of the
agreement. The list of communities will be submitted to FAO as per format reported under
FMT I ‘Village registration form’. Format FMT I will contain a drop down menu list with all
towns, villages and settlements mapped by / known to the UN in South central, Somaliland
and Puntland regions. Whenever any of the village(s) targeted by the SP is not included in the
pre-loaded drop down menu list, the SP will detail its location on the digital maps that will be
provided by FAO to the SP in both jpeg and pdf formats upon LoA signature.
If such maps will not have been provided by FAO for any reason, the SP will use a map of its
choice/ format. The map will also have to be annexed to the Interim report (see below) in both
hard and soft copy. If soft copy cannot be integrated in to the report due to technical reasons,
hard copy will suffice.
Whenever compatible with the security context and when a specific village is not included
under the drop down menu list under FMT I, the SP should provide GPS coordinates of the
targeted villages.
In relation to the above, the Service Provider shall:
‐ Provide the location of all villages assisted as per above;
‐

Ensure that all elders in the selected villages are made aware of the project and that
telephone contacts for the elders are provided to FAO. As specified under points a) and
b) above, FAO will make phone calls and will ensure that at least 80 percent of all elders
are mobilized and are aware of the project. Contact phone numbers for elders have to
cover at least 80 percent of the selected villages;

‐

Ensure that the list of villages is accurate. FAO will verify that the indicated villages
indicated by the SP exist;

‐

Ensure that at least 80 percent of the selected villages meet FAO selection criteria as per
paragraphs 2.3 and 2.4 of Annex 1.
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In case of failure to meet the conditions above, FAO will provide the necessary notification to
the SP and if satisfactory feed-back is not received, shall have the right to terminate the LoA as
per paragraph 5 of the General Conditions.
e) Provide FAO with the list of beneficiaries (and foremen) and infrastructure to be
rehabilitated within 28 days from the signature of this agreement. The list of household
reference persons and targeted infrastructure will be submitted to FAO through a dedicated
software / ‘FMT’ as per format reported under FMT II ‘Infrastructure technical specification
forms’ and FMT III ‘Beneficiaries registration form’. Guidelines on the use of FMT software are
attached under FMT XI. The list should indicate the foreman who will be supervising the
designated group of beneficiaries (each foreman will supervise an average of 40 beneficiaries,
for more details please refer to activity). During the process of beneficiary registration, the SP
will also be required to collect from at least 25 percent of all beneficiaries to be engaged in the
activities their respective contact phone numbers.
Hard copies of the signed beneficiaries lists will be managed as follows:
‐

The original as per FMT III ‘Beneficiaries registration form’ will be sent to the responsible
officer indicated under Paragraph 7 below immediately upon completion;

‐

One photocopy of the original will be sent to the Money vendor;

‐

One photocopy will be retained by the SP for future reference;

The selection process of both communities and beneficiaries, explaining the roles of each
stakeholder as well as of the Service provider, will be illustrated by the Service Provider under
the Interim Narrative Report’ as per FMT VI format. Significant deviations from the selection
process as proposed by FAO in Paragraphs 2.3 and 2.4 below should be communicated to FAO
in the same report.
The SP will also be required to carefully go through the technical note developed by FAO on
infrastructure rehabilitation through Cash for Work. The technical note entails all the guidelines
that the SP will be required to follow throughout the process of infrastructure identification
and rehabilitation. This document will be shared with the SP soon after the signature of the
LOA.
The technical note entails guidelines over the following topics:
-

Collection of infrastructure dimensions and modalities for translation into FMT
format;
Modalities for the GPS location of infrastructure and alternative sketching techniques;
Process and minimum specifications for rehabilitation of infrastructure;
Guidelines for prioritization of infrastructure to be rehabilitated through cash for work;
Guidelines on establishment of water committees for irrigation canals and water tanks;
Guidelines for the rehabilitation of water tanks under rainy conditions/season.

It should be noted that upon performance of the first payment by the Money Vendor, the
Money Vendor will also be requested by FAO to collect, from at least 25 percent of all
beneficiaries receiving payment, their respective contact phone number. For contact phone
numbers it is here intended either a phone owned by the beneficiaries or a phone to which
these have access, such as those belonging to shop keepers, etc. to which the relevant
beneficiary can refer if required.
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With constant guidance and support of FAO and between the 4th and the 9th week from the
signature of the LoA, the SPs should also provide FAO with a map showing the location of at
least 80 percent of all targeted infrastructure under this LoA. Guidance for the gathering of the
location maps are provided under the technical Annex mentioned above.
In relation to the above, FAO will:
‐

After the first payment is implemented by the MV and after every subsequent payment,
verify that at least 80 percent of all phone numbers provided by the Money Vendor
belong to actual village beneficiaries and that they are aware of the project. Specifically,
FAO will verify if selected HHs are on the village list provided by the NGO, to which
extent was the infrastructure actually rehabilitated / built, whether the HH was paid by
the money vendor in the right locations and the indicated amount. If the survey will show
that more than 20 percent of all phone numbers belong to different target groups /
selection criteria other than those specified in this LoA, FAO might request a re-selection
of part of project beneficiaries from the SP.

Ensure that at least 80 percent of all locations provided by the SP match with the actual
infrastructure listed in the FMT formats, relevant SP FMT by-weekly reports and Interim
Report. In case of failure to meet the conditions above, FAO will provide the necessary
notification to the SP and, if satisfactory feed-back is not received / relevant modifications to
implementation arrangements are not performed, FAO shall have the right to terminate the
LoA as per paragraph 5 of the General Conditions.
Upon confirmation that all conditions have been met, FAO will formally approve the list of
targeted infrastructure.
f) Printing of Payments slips (‘vouchers’): Once submitted by the SP, the beneficiaries lists are
then imported into the FMT by FAO NBI and reviewed. M&E and Project staff will review to
ensure the selection criteria have been met and clear the list. Then FAO NBI staff will send an
email to the NGO containing a code to unlock the FMT to enable the NGO to print the
Payment Slips (‘vouchers’) for the beneficiaries, which will be in the format included under
FMT IV ‘Household focal person payment slip’.
Upon receipt of the unlock code (sent by FAO at two week intervals), the NGOs will print the
Payment slips, at two week intervals, which are then passed to the household focal points. Each
printed Payment slip can be used for up to two weeks (12 working days) of work and will
contain a unique transaction code, a unique HH code, as well as the space for marking the
number of worked days and actual payment accrued. The transaction code will vary every two
weeks, while the HH code will not vary. For the last week (week no. 9) the voucher will only
cover one week of activities, while all other characteristics remain the same as those for the biweekly vouchers.
The payment slips should be placed in a plastic sleeve for protection; the slips will then be
delivered by the NGO to the households focal persons at the end of the two weeks of work (one
week for week number 9). The Payment Slips are used for multiple purposes: (a) record each
work day in a two-week cycle (b) to collect payments from the vendor and (c) as a final
confirmation for FAO that the vendor has paid the beneficiaries.
Upon delivery of the voucher to the designated household focal person, the focal person will
imprint the voucher with their left-hand thumb. The same focal person will imprint the relevant
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money vendor forms at reception of the cash from the money vendor, also using their left-hand
thumb.
Payments to the focal person will be processed by the money vendor based upon the list
provided by the SP, as per details provided under paragraph 2.5 ‘Payment modalities by money
vendor’
g) Organize beneficiaries in groups of 40 each on average to work under supervision of one
foreman who will be in charge of the supervision of rehabilitation works; on an indicative
basis, for supervisory purposes FAO recommends that the SP assigns / budgets one field
supervisor for every 15/18 foreman on average. The figures/ rations here are indicative and
can differ based upon the SP judgement and local requirements. In relation to the above:
‐

The foreman will be paid through the e-voucher system as per modalities and timing
described for this LoA beneficiaries.

‐

The foreman should be considered as included under the overall HH number indicated
under this LoA.

‐

Foreman will be paid by FAO at the standard rate of USD 5 per day instead of 3 USD per
day as per remaining HHs / beneficiaries.

h) Liaise with main food vendors in the markets where beneficiaries purchase their food items in
order to ascertain the availability of basic food commodities and commodity price
information; the Service Provider should report to FAO within the first week after signing of
the LOA as per format reported under FMT X, Commodity price information and
availability. The above will be subjected / conditional to the prevailing security context; risks
related to this specific activity will be jointly reviewed by FAO and the SP periodically.
i)

Report to FAO ................office in ...............on the progress of rehabilitation on a bi-weekly
basis using the Bi-Weekly Progress Update Report format, as per Annex FMT V ‘CFW Biweekly summary report’, which will also be submitted electronically through FAO FMT
system. The bi-weekly reports will also allow the SP / be used by FAO to confirm that
payment for the given two-weeks implementation time have actually been performed by the
money vendor. Submit one Interim Narrative Report on cash for work activities as per
format under FMT VI Interim report upon completion of 40 percent of planned activities or
within the 10th week from signature of the LoA, whichever comes earlier. As applicable, the
interim report shall include photographic evidence of the progress of rehabilitation works
by sending pictures of the respective infrastructure taken before and during
rehabilitation. The report will also need to provide adequate information over the precise
location of the villages targeted.
In relation to the above, the SP shall:
‐

Provide pictures as per modalities indicated under FMT VI for at least 70 percent of all
sites targeted under this LoA;

‐

Provide FAO with an indication of the geographical location of all villages / settlements
assisted by the SP.

Failure to meet the conditions above, FAO shall contact the SPs for the necessary verification
and, in case of failure by the NGO to address these, will have the right to terminate the LoA
as per paragraph 5 of the General Conditions.
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j)

Provide training as follows:
For each canal rehabilitated (if any), provide training to 10 percent of the total beneficiaries
selected as Canal Committee members and Farmers on canal operation and maintenance,
irrigation practices and water use; each training will consist of a 3 half day session, as detailed
in FMT IX- Table I.
For each water catchment rehabilitated (if any), provide training to 10 percent of the total
beneficiaries selected as Water Management Committee members on water harvesting
techniques, catchment design, maintenance and water hygiene, each of 3 half days sessions as
detailed in FMT IX-Table 2.
The training will be finalized at the establishment of water committees for irrigation canals and
water tanks, the conduct of which should be in line with the guidelines on establishment of
water committees for irrigation canals and water tanks specified under the technical annex that
will be provided to the SP by FAO upon signature of the LoA.
For each feeder road rehabilitated (if any), provide training to 10 percent of the beneficiaries
on Community Based Rangeland Management and best practice, each of 3 half day sessions as
detailed in FMT IX-Table 3.

k) Conduct post project assessment review through household surveys as per format that will be
provided by FAO within one month from the NTE of the agreement;
FAO shall:
-

Engage with the SP in time to inform them on this requirement and devise training
curriculum and timelines for undertaking the assessments,

-

Build capacity of NGO staff through training preferably the enumerators or the
supervisors.

The post distribution assessment shall be initiated within the 14th week from the signature of
the agreement but not before the last beneficiary payment has been performed in the field.
l)

Submit final narrative and financial reports to FAO no later than one month from the end of
the project activities using the reporting template FMT VII and FMT VIII. As applicable, the
final report shall include photographic evidence of the progress of rehabilitation works by
sending pictures of the respective infrastructure taken before, during and after
rehabilitation. These should be complementary with the pictures provided under the Interim
report. The final report should contain a family life story for at least 3 beneficiaries and their
families as well as precise indications over the location of the villages and infrastructure
targeted by the project.
In relation to the above, the SP shall:
‐ Provide pictures as per modalities indicated under FMT VII for at least 70 percent of all
sites targeted under this LoA;
‐

Provide FAO with a map / information showing the location of at least 80 percent of all
targeted infrastructure under this LoA;

‐

Upon use of remote sensing techniques on a sample of the infrastructure sites locations
provided by the SP, ensure that the infrastructure sampled will show a work progress
consistent with the SP bi-weekly reports, interim reports and / or final reports;

‐

Failure to meet the conditions above, FAO shall have the right to terminate the LoA as
per paragraph 5 of the General Conditions.

m) Provide information as may be requested by the external evaluators: FAO will undertake
an exposed external evaluation to verify the quality of work undertaken by the SP. The SP
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shall provide the evaluators with all the necessary support to access the areas of
implementation and provide all relevant information related to the project as requested by
FAO.
2.3

Criteria for selection of beneficiaries

In close consultations with local administration, communal elders and relief committees, the SP will
identify and select beneficiaries/workers to be involved in the CFW activities based on the following
criteria:
1. Should be residents of the local village/district.
2. The Households to be given priority during the selection of workers/beneficiaries should be
those with no other sources of incomes, or any form of assistance.
3. Women headed households should be prioritized if they have members of their HH that can
provide labor for the CFW activities. At least 30 percent total direct beneficiaries should be
women/ women headed households.
4. No household should register more than 1 worker/beneficiary unless all needy households
have been given a chance to provide a beneficiary.
5. The registered members shall be the ones to receive the voucher and collect the money for
works. A HH can replace its members for certain days of work if the registered worker/
beneficiary is not available to go for the work on any particular day.
6. People less than 18 years shall not be registered as workers;
7. In those districts which are coastal, 20 percent of the beneficiaries shall be selected from the
fisheries community. The previous selection criteria will also be applied for this percentage of
the beneficiaries
FAO does not tolerate any form of discrimination against ethnical groups, clans, minorities or
communities. The Service Provider shall apply the above criteria for selection of beneficiaries
without excluding any of these groups from FAO’s assistance in the geographical areas where
the Service Provider is requested to operate under this Letter of Agreement.
The Service Provider shall ensure that the selection of beneficiaries is fair and without
prejudice. Any unfair treatment of minority members or groups will result in termination of the
LoA in accordance with Article 5 of the general conditions. In any such cases, FAO reserves the
right to immediately notify all UN agencies.
For the HHs the beneficiaries belong to, the SP will identify the relevant focal points that will collect
the payments. These are expected to coincide with the actual beneficiaries engaged in rehabilitation
works. Few exceptions may be accepted only if properly communicated and approved in writing by
the Responsible Officer.
2.4

Selection of Cash for Work Activities and Household selection

The selection process should be ideally based upon the modalities / steps listed below. Final
modalities, also in consideration of the available time frame, might vary based upon location
and SP choice. Modalities chosen should be shared with FAO with the first interim narrative report as
per FMT VI.
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Meeting No 1 (District level)
The first meeting will be between the SP and the district local leaders, which serves as the community
entry point. It will be held at the offices of the local leaders, preferably the District Commissioner’s
office. The meeting is convened subject to availability of all the representatives of clans resident in
the district.
This meeting will discuss the project objectives, the possible activities to be undertaken, benefits to
the community, duration, roles of stakeholders. Based on the presentations by the Service Provider,
the meeting will deliberate on the priority activities, and identify the prospective villages. Villages /
communities should be selected in line with the criteria below:


Villages / communities belonging to Riverine and agro-pastoral livelihood zones;



Villages / communities that are a predominant source of farm labour for large farmers;



Villages/ communities belonging to coastal fishing communities;



Pastoral communities known to have lost most of the animals due to drought.

The meeting with the district authorities will either endorse or reject the proposal by the SP and
indicate the reason for the rejection. In the later case subsequent meetings will be convened to solve
contentious issues. Once approved, the Service Provider will be given the permission to visit the
selected villages, in company of the respective village elder/leader.
Whenever applicable, the SP will keep record of the signed list of participants, agenda and number of
meetings conducted.

Meeting No 2 (Village/ community level leaders - potentially on the same day of Meeting No 3)
The second meeting shall be between the SP and the village elders of locations where project
activities are foreseen. The meetings shall be attended by stakeholders including local council of
elders, relief committee members, women and youth representatives and other special interest groups
as recommended by the local councils under the clan leader/ .............
The meeting shall be held at the villages where project activities are foreseen. During the meeting, the
SP shall introduce the project (objective, duration, activities, benefits, target beneficiaries) and agree
on implementation plans with the beneficiary community. The SP and the village elders shall discuss
the project and the process of implementation, the details of the type of activities to be undertaken; the
selection criteria of the beneficiaries to be involved shall also be discussed and should include the
following:
1. Should be residents of the local village/ district;
2. The Households to be given priority during the selection of workers/beneficiaries should be
those with no other sources of incomes, or any form of assistance;
3. Women headed households should be considered if they have members of their HH that can
provide labor for the CFW activities. UP to 30 percent total direct beneficiaries should be
women/ women headed households. The observance of this criteria should be based upon
prevalent cultural norms and may register deviations on a case by case basis;
4. No household should register more than 1 worker/beneficiary unless all needy households
have been given a chance to provide a beneficiary;
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5. The registered members shall be the ones to collect the voucher and the money for works. A
HH can replace its members for certain days of work if the registered worker/ beneficiary is
not available to go for the work on any particular day;
6. People less than 18 years shall not be registered as workers;
7. In those districts which are coastal, 20 percent of the beneficiaries shall be selected from the
fisheries community. The previous selection criteria will also be applied for this percentage of
the beneficiaries.
It shall be made clear that each worker can be employed for a maximum of the agreed working days
in the implementation of the cash for work activities. The selection of the beneficiaries process shall
offer equitable opportunities to all the targeted households and no more than 1 beneficiary from a
household shall be selected unless all households have been considered.
It shall also be made clear that in each community, the SP will select Foremen to supervise the group
of workers implementing project activities. Each group shall be composed of about 40 workers (the
figure is indicative and might vary locally) and be under the supervision of 1 foreman. The foremen
will be part of the SP team but it shall be made clear that the Foremen will keep community elders
and FAO monitors informed of the proceedings of the works. The foremen shall be employed for a
maximum of the agreed working days in the implementation of the cash for work activities. In all
villages where activity will be undertaken, the village council will appoint committees to monitor the
activities of the SP and report to the elders and district councils. The list of the committees with their
contact details (telephone numbers and email where possible) should be submitted to FAO.
After this meeting, a meeting for all the adult members of the villages will be planned/held. It will be
made clear that the selection of the infrastructure will be done after the meeting of all the community
members. It shall be held immediately after the meeting with the Local authority.

Meeting No 3 (Village level, with actual potential beneficiaries – potentially on the same day of
Meeting No 2)
This third meeting will be ideally held between the SP, Local leaders and all the adult community
members of villages who are eligible for involvement in infrastructure rehabilitation work. The
meeting will discuss the activities to be undertaken, the opportunities for working as beneficiaries as
CFW workers and also the selection process of the beneficiaries. The meeting shall also discuss and
select the infrastructure to be considered to be improved and rehabilitated.
It shall also include the district local leaders if they chose to attend. The selected activities (works)
shall be read out and signed by the elders and the SP.
After this meeting, the SP will get permission to visit all the infrastructure proposed to be
rehabilitated/improved and to take dimensions of the infrastructure for computation of workloads..
The SP will then hand over this list to FAO for review and approval of the computation of workloads
and beneficiaries per infrastructure.
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Meeting No 4 (Feed-back to local communities on the exact infrastructure to be rehabilitated
and bills of work)
The fourth meeting shall involve all adult members of the community in the villages/ locations where
activities will be implemented. The meeting shall be attended by the SP, village elders and all the
adults of the villages involved. The FAO field monitor shall also attend this meeting.
The meeting shall confirm the activities that will be implemented based upon the SP field visit to the
infrastructure sites. Representatives from each clan/ sub-clan will be mandated to hold separate
meetings to identify the most vulnerable from among their HH according to the shares allocated to
them, and present to the council for discussion and approval in presence of the SP.
The final list of beneficiaries will then be handed over to the SP in line with Format under FMT III.
FAO will ensure that list of activities are checked and returned to the NGOs within 3 working days.
Meeting No 5 (Final confirmation of works to be performed and authority to proceed)
The fifth meeting will be with the elders and the community members and this meeting will confirm
the activities to be undertaken based upon FAO feed-back (list of infrastructure to be improved and
the number of beneficiaries needed for all and each infrastructure). The selected activities (works) and
the beneficiaries shall be read out to confirm that they were those identified during the fourth meeting.
From the list of the beneficiaries who have enrolled themselves, a final list shall be agreed and signed
and sent to SP. This list shall be the basis for the disbursement of the CFW funds.

Output requirements:
Considering the magnitude of the current crisis in .........., the daily work requirement is to be revised
by 2/3 (from 1.5 cubic meters per day to 1 cubic meters per day for canals, from 1 cubic meter to 0.6
cubic meters per day for catchments and from 25 square meters to 15 square meters for bush clearing /
road rehabilitation, each compensated at a daily rate of USD 3 dollars for casual labor. Foreman will
be compensated at the rate of USD 5 per day, with the same payment mechanisms and frequency as
per beneficiary HHs. Foremen will be considered as PART of the target no of HH to be assisted by
the SP under this agreement and will also be engaged for a total of 54 working days.
Beneficiaries and foreman are supposed to work not more than 6 (six) working days a week for
up to 54 working days in total.

2.5

Payment modalities by money vendor

The payment of household focal points selected by the SP will be performed by the money
vendor selected by FAO as per following basic modalities:
a) Reception of household focal points lists by money vendor: The Money vendor receives from
FAO NBI the list of household focal points provided by the NGO as per point e) , paragraph 2.2
above. The list delivered to the money vendor will indicate: name of household focal points,
village they belong to, location of payment, transaction code (blank, to be entered in the field
upon payment based upon the data contained in the Payment slip ), phone number accessed by
the beneficiary (blank, to be entered in the field upon payment).
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b) Based upon the locations of payment, the money vendor will dispatch the lists to the
respective field offices with access to computers and internet, where the forms will be printed
and dispatched to the locations where household focal points will collect their payments.
c) Confirmation of beneficiaries payments by money vendor: the MV will pay the beneficiaries
based upon the lists received from FAO (in digital copy) as well as copy (simple photocopy) of
original beneficiary lists provided by the SP.
d) The filled-in vendor list of household focal points will then be delivered back by field staff to
the main Money vendor offices with access to computer and internet, transferred in to the FMT
and the info sent back to FAO NBI. The money vendor will keep a copy (simple photocopy) of
the beneficiaries lists. The hard copies will then be delivered back to FAO NBI.
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2.6

Work plan and Timeframe Duration

Project activities will be implemented as per sequence indicated here below. Detailed time frame
will depend upon project locations and will be provided by each NGOs / SP through their respective
bid documents.
Tentative work plan for cash for work projects ...........2012
Description of Activity

WEEK

Week

1

2

3

4

5

6

7

Dates
Liaise with NGOs that
have / are implementing
interventions
of
agriculture
inputs
distribution
and
of
livestock sector support in
the same district
Mobilize and sensitize
regional
and
district
authorities
Mobilize and sensitize
village communities
Provide FAO with the list
of
communities
and
targeted HHs FMT I
Cooperate with FAO in
the identification of the
geographical locations of
villages not included in
FAO reference map.
Select and communicate
to FAO household focal
points and infrastructure
to be rehabilitated within
28 days from the
signature
of
the
agreement (FMT II and
FMT III)
Supervise infrastructure
rehabilitation
work
(Organize beneficiaries in
groups of 40 each on
average) work for 54 days
Printing of Payments
slips
(‘vouchers’(Biweekly for 8 weeks and
once for the 9th week)FMT IV
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8

9

10

11

12

13

14

15

16

17

18

Liaise with main food
vendors in the markets
where
beneficiaries
purchase their food items
in order to ascertain the
availability of basic food
commodities
and
commodity
price
information (FMT X)
Report to FAO ........
office in ..... on the
progress of rehabilitation
on a
bi-weekly basis
using the Bi-Weekly
Progress Update Report
format (FMT V)
Submit
one
Interim
Narrative Report (FMT
VI
) in week 10 from LoA
signature
or
upon
completion
of
40%
rehabilitation of planned
activities. The report
should
include
photographic evidence of
the
progress
of
rehabilitation works by
sending pictures of the
respective infrastructure
taken before and during
Provide training to 10%
of the direct beneficiaries
(Canals-FMT IX-Table
1, water catchments-FMT
IX-Table 2, feeder roads
-FMT IX-Table 3)
Conduct post distribution
assessment, to start within
14th week from LoA
signature but not before
last CFW payment is
performed
Submit final narrative and
financial reports (FMT
VII and FMT VIII)

**NB: To submit training reports based on infrastructure rehabilitated
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2.7

Monitoring mechanisms and Reporting Requirements

The reports to be submitted by SP are as follows:
1. The copies of the list of communities / villages within 10 days from the signature of this agreement
(as per format under FMT I).
2. The copies of the list of beneficiaries and targeted infrastructure within 21 days from the signature
of this agreement (as per format under FMT II and FMT III).
3. Bi-Weekly progress updates through FMT as per format that will be shared by FAO before the
start of project activities - see FMT V.
4. An interim narrative report to the Responsible Officer (FMT VI) on the CFW activities upon
completion of 40 percent of the planned rehabilitation activities including photographic evidence
of the progress of rehabilitation works by sending pictures of the respective infrastructure taken
before and during rehabilitation.
5. A final narrative and financial report no later than one month from the end of the project activities
using the reporting template FMT VII and FMT VIII to the Responsible Officer including an
itemized “statement of expenditures” (certified by the Chief Accountant or similar officer of the
SP) prior to receiving final payment for the works/services performed, for an amount equivalent to
20 percent of the total value of the LoA. The final narrative report should include detailed
information on the trainings undertaken based on the infrastructure rehabilitated.
Monitoring activities will be conducted by FAO ............. staff who will be deployed in the field.
More specifically these staff will:
a) Monitor how Service Provider (SP) select project beneficiaries according to the
criteria indicated and procedures detailed above, as well as cross check with
beneficiaries records provided by SP;
b) Ensure the SP preparation of progress and commodity status reports as per FAO
requirements;
c) Monitor the performance of the SP field technicians in terms of presence in the field,
sites visited per week, number of training sessions conducted and number of farmers
attending the sessions;
d) Monitor how cash for work activities related to rehabilitation rural infrastructure, in
terms of work progress as well as verification of weekly reports of SP against actual
canals excavated and length of road rehabilitated;
e) Monitoring the correct modalities of training implementation;
f) Provide photographic evidence of the activities carried out by the SPs.
6. The SP shall provide the FAO monitoring team with all the necessary support to access the areas
of implementation of project activities, including: liaising with local authorities and community
organizations, provision of relevant information related to security issues, others as applicable /
requested by FAO.
7. The SP will ensure that a meeting between the relevant field staff and FAO M&E staff assigned to
the area takes place within 2 weeks from the start of project activities, in an area and location of
mutual agreement.
8. The SP will ensure the delivery of Local market Commodity price information and availability,
as per format under FMT X – ‘Commodity price information and availability’ and based upon
local security conditions / context.
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3.

Inputs to be provided free of charge by Service Provider

3.1 List of Inputs
Not applicable
4.

Inputs to be provided in kind by FAO
4.1

List of Inputs

‐

FAO will provide cash to each beneficiary in USD equivalent in compensation for casual labour for
54 working days as cash for work payments through the money vendor, at the rate of USD 3 per day,
i.e. USD 18 per week, for a total of USD 72 per month. Foremen will be paid by FAO at the rate of
USD 5 per day (i.e. USD 30 per week, for a total of USD 120 per month), with the same frequency
and modalities as described for beneficiary HHs.

‐

FAO will also provide an equivalent travel cost, at the estimated amount of USD 3 for each two-ways
every two weeks to the beneficiaries.

‐

In addition to the above and for the purposes of the execution of this agreement:
‐

FAO will provide the SP with at least one laptop and corresponding printer. The laptop(s)
will have the FMT software pre-loaded. The laptop and printer will have to be returned to
FAO upon termination of the agreement;

‐

FAO will also ensure the necessary technical support for the use of FMT software, before
and during project implementation;

‐

Before the start of activities in the field, FAO will ensure the delivery of a complete
training to the concerned SP on project context and contractual details, inclusive of IT
training on the use of FMT software as mentioned in this agreement and its attachments;

‐

Laptops and printers will be provided by FAO within two weeks from the signature of the
LoA. These will have to be collected by the SP in key locations in Puntland, Somaliland
and South Central regions that will be indicated by FAO;

‐

FAO will provide the SP with technical notes related to the selection, mapping,
rehabilitation and maintenance of infrastructure targeted under this agreement.
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5. Detailed Budget (as per revised budget submitted by the SP under RFP 003/CFW/2012)
Expenses

Unit

No of
units

Human Resources
Technical staff (please describe title role and activity)
Water Engineer (Technical advisor for infrastructure and
irrigation rehabilitation works). Charging 50% of salary for
period

Man
month

Livelihoods Manager (Managing the livelihoods
conservation works). Charging 50% of salary for period.

Man
month

and

Project Officer - Livelihoods (Local staff direct supervision of
CfW projects). Charging 100% of salary for period (4.5
months)

Man
month

Water Technician (Local staff to provide training to foremen
and following up on the project implementation). Two staffs
employed for 2 months - committed 100% of time to project

Man
month

0.4

0.4
1

4

Community staff
Livelihoods - Project facilitators (Selected to assist the foremen
in recording and checking compliance to work-norms), 1
Facilitator for 100 people

Man
month

Finance and Administration Assistant (To facilitate and track
payments for workers through service providers). 1 staff @
$700/ month for 4.5 months

Man
month

Driver - project (One driver located in Burao to facilitate
movement of technical staff to the field)- 1 driver fully
employed in burao for staff movements into field.

Man
month

5

1

1

Subtotal Human Resources
Logistics costs (please quote and describe detailed costs
necessary to perform the activities described in the TOA)
Meetings with NGOs that have / are implementing
interventions of agriculture inputs distribution and of livestock
sector support in the same district (3 people - Engineer,
Livelihoods manager and Project Officer) going out for 3 days
@ $30/ person per diem per day)

3

3

Meeting between SP field staff and relevant FAO M&E staff (3
people: Engineer, L/Manager and Project Officer- 1 day
meeting with FAO M & E Staff - $15/lunch per person)

3

1

Meetings with Regional and district authorities for sensitization
(3 staffs @ $30/day per diem for two days in field)

3

2

Data collection/Assessment of targeted communities for
identification and compilation of targeted HHs (FGDs HH
surveys). 3 people@ $30/day perdiem for 5 days in field)

3

5

Mobilization and sensitization meetings with target village
communities ( 3 days in field by 3 people@$30/day)

3

2

Organizing beneficiaries into groups and Training - of 'CMC"
ToTs (Three trainers for 5 days @ $30/ day)

3

5
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Unit
rate
(US$)

No.
of
Months

Total Cost
in (US$)

Vehicle Hire (including running costs)

1

Sub-Total Logistics Costs
Operational costs (please quote and describe detailed costs
necessary to perform the activities described in the TOA)
Market survey: food vendors in the markets -to ascertain the
availability of basic food commodities and commodity price
information (Once off budgeted @$500)

1

Printing of vouchers and distribution (Total budget for 4
months- $1000)

1

Stationery and office materials (Budgeted @100/ month for 4
months)

1

Communications (Telephone costs for 3 staff @100/ month for
4 months)

3

Bi-weekly monitoring visits & Production of bi-weekly report
(2 staffs in field monitoring , data collection and reporting, in
field for 2 days@$30/day - twice in a month for 4 months)

2

Submit one Interim Narrative Report (Once total production including printing)-$100

1

Provide training to beneficiaries (35 groups trained - and each
group allocated $200/ lunch training allowance per group of 40
people)

35

Conduct post project reviews (35 group meetings - 1 day per
group @ $200/ lunch allowances for group [i.e. $5/individual
lunch])

35

Submit final narrative and financial reports (including printing
and production costs - once off : $200)

1

Utilities (rates, electricity, water): $100/month for 4 months

1

Sub-Total Operational Costs
Subtotal logistic and Operational costs
Management Costs (7% of Total costs)
Total eligible costs of the LOA
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4

6. Responsible Officer
, …………………………………FAO CFW Coordinator;
...........................@fao.org
FAO ..................................................

The Responsible Officer as named above will manage and monitor the proper implementation of the
Agreement on behalf of FAO and certify to the Budget Holder that the terms of the Agreement have
been satisfactorily met and that appropriate payments can be made.

7. Reimbursements
The Service Provider will reimburse FAO for any overpayments that may have been effected or
excess funds, which may remain after completion of the services/work.
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FMT I: Village Registration Form (hard copy)
Note: forms details might be subjected to modifications / updates during project implementation. These will be timely communicated by FAOSO / made
CFW Village Registration

District:

NGO:

Staff Name:

Meeting Date:

# Council Members Attending:

Council Member 1 Name:

Council Member 2 Name:

Council Member 3 Name:

Council Member 4 Name:

Council Member 1 Telephone:

Council Member 2 Telephone:

Council Member 3 Telephone:

Council Member 4 Telephone:

Village Name
&
Site Name
Village:
Site:

Village:
Site:

Village:
Site:

Livelihood Zone Suffer large
loss
of
animals in the
2011 drought?

Agro-Past
Pastoral
Fishing
Riverine
Urban
Agro-Past
Pastoral
Fishing
Riverine
Urban
Agro-Past
Pastoral
Fishing
Riverine
Urban

Large
population
displaced
during the
2011
drought?

Is village
Is major
hosting
source of
large
agriculture
amounts
laborers?
of IDPs?

Was the
village
affected
by floods
in 2012?

Yes

Yes

Yes

Yes

Yes

No

No

No

No

No

Yes

Yes

Yes

Yes

Yes

No

No

No

No

No

Yes

Yes

Yes

Yes

Yes

No

No

No

No

No

Activities
# Total
(select
only Total
one
activity beneficiaries work days
per row)
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Payment
Expected Elder Name Elder
Location
Start Date
Telephone
(money vendor
OR
on site)

Canals

1

Catchments

2

Roads
Canals

1

Catchments

2

Roads
Canals

1

Catchments

2

Roads

available in soft copy as applicable.

Total USD
(including
transport
when
applicable
)

FMT II: Infrastructure Technical Specifications Forms
Note: forms details might be subjected to modifications / updates during project implementation. These will be timely communicated by FAOSO / made
available in soft copy as applicable.
CFW Infrastructure District:
Specification Form
Water Catchments Date:

Catchment
Village Located
Name

NGO:

Foreman name 1:

Foreman Number:

Staff Name:

Foreman name 2:

Foreman Number:

Current length Current
Width (m)
(m)

Current
Depth (m)

Proposed Proposed
length (m) width
(m)
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Proposed
depth
(m)

Volume to Workload
Total Work Number of Payment
CFW
excavate
(M³/ person/ Days
beneficiaries rate (USD/ Payments
(m3)
day)
0.6 m³)
(USD)

CFW
Infrastructure
Specification
Form Canals
Canal
Name

District:

NGO:

Foreman name 1:

Foreman Number:

Date:

Staff Name:

Foreman name 2:

Foreman Number:

Village
Located

Current
length
(km)

Current
Width
(m)

Current
Depth
(m)

Proposed
width

Proposed
depth

(m)

(m)

Volume to Workload
excavate (M³/
(m3)
person/
day)
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Total Number
of Payment Payment
Work Beneficiaries
rate (USD/ (USD)
Days
1 m³)

Proposed
Ha Proposed
after
number of
rehabilitation
Farmers
Served after
rehab

CFW
Infrastructure District:
Specification
Form
Roads
Date:
Length
From Village

To Village

(km)

NGO:

Foreman name 1:

Foreman Number:

Staff Name:

Foreman name 2:

Foreman Number:

Current
Width
(m)

Proposed
width

Area to clear Workload
bush (m2)
person/ day)

(m)
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(M2/ Total
Days

Work Number
Beneficiaries

of Payment
rate Payment (USD)
(USD/ 15 m2)

FMT III: Beneficiary Registration Form – hard copy
Note: forms details might be subjected to modifications / updates during project implementation. These will be timely communicated by FAOSO / made
available in soft copy as applicable.
CFW
Beneficiary
Registration Form
HH
HH Worker Name
ID

District:

Date:

NGO:

Village:

Pay Location:

Staff:

Type

Age Gender

HH
HH Head
Head
Age
Gender

HH
Livelihood
Size

Assets

Income Sources Poor
FHH

Agro-Past
Worker

M

M

Pastoral

Host
Have Few Remittances

Fishing
Foreman

Worker

F

M

F

M

Riverine

Worker

F

M

F

M

Lost many Zaqat

Worker

F

M

F

M

IDP
N

Urban

Returnee

Agro-Past

Host

Pastoral

Have Few Remittances

Riverine

Y

Other projects
Lost many Zaqat

IDP
N

Urban

Returnee

Agro-Past

Host

Pastoral

Have Few Remittances

Fishing
Foreman

Y

Other projects

Fishing
Foreman

# children Status
< 14 years

Riverine

Y

Other projects
Lost many Zaqat

IDP
N

Urban

Returnee

Agro-Past

Host

Pastoral

Have Few Remittances

Fishing

Other projects
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Y
IDP

Beneficiary
telephone
number

Finger Print
(Left index)

Foreman

F

F

Riverine

Lost many Zaqat

Urban

N
Returnee
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FMT IV: Household focal person Payment Slip
Note: forms details might be subjected to modifications / updates during project implementation. These will be timely communicated by FAOSO / made
available in soft copy as applicable.
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FMT V: CFW Bi-Weekly Summary Report

CFW
Bi-Weekly
Summary Report

Village Name

District:

From Date:

Staff Name:

NGO:

To Date:

Telephone #:

Infrastructure
name

Infrastructure Type

Volume
(m2 or m3)

#
total
# male
workers

# female

Canal
Catchment
Road
Canal
Catchment
Road
Canal
Catchment
Road
Canal
Catchment
Road
Canal
Catchment
Road
Canal
Catchment
Road
Canal
Catchment
Road
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Number
Worked

of

Days

Amount Paid (USD)

Pay Location

Pay Date

FMT VI
INTERIM NARRATIVE REPORT to be annexed to Interim payment requests
Both the interim and final narrative reports have to be sent by e-mail to FAO- offices in ......... to the
attention of ..............@fao.org and and copied to ............@fao.org, .............@fao.org,
...............@fao.org and each Thursday by closing of business.

Hard copy of the reports has to be presented to the FAO office in Nairobi within 15 days from the
deadline.

From:
Service Provider

To:

Reporting Period

Region/s

District/s

Area of intervention

1. General Progress Report
Review the progress made so far against the work plan

Project activity targets as per the LOA
(Units, HH, numbers etc)

Actual achievements up to
the date of reporting

Remarks (Actions / Recommendations)

Rehabilitation of irrigation canals

Actions / Recommendations:

Rehabilitation of water catchments

Actions / Recommendations:

Rehabilitation of feeder roads/ bush clearing

Actions / Recommendations:

Training of farmers and committees

Actions / Recommendations:
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2. Community add Beneficiaries Listing and process followed for the selection of communities
and beneficiaries
The Service provider will illustrate the procedure followed for the selection of communities and
beneficiaries and any major discrepancy with the guidelines provided by FAO under Annex 1 –
Terms of Agreement.
Here, it should include notes on any meetings held with NGOs already funded by FAO in the area
for activities of inputs distribution and livestock support, as well as a resume of the suggested
meetings held with district authorities and village elders for the village and HH selection. With
this regard, the NGO should specify at least place and date of each meeting.
3. Photographic evidence of works performed
Please include here pictures of the respective infrastructure taken before (compulsory) and during
(if applicable) rehabilitation. There should be at least one take for each of the schemes /
infrastructure supported as per modalities / guidelines below.
For water catchments, one photograph for each catchment should be taken in such a way as to show
the full surface of the water catchment. The second photograph should be taken to show one edge of
the water catchment in a location identifiable in the full view photograph.

PHOTOGRAPH

PHOTOGRAPH

Full view of ________ water catchment

Section at
catchment
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edge

of

the

__________water

For roads, photographs should be taken at 3 different locations of each road. The photograph should
capture the two sides of the road at the point where this is taken.

PHOTOGRAPH

PHOTOGRAPH

PHOTOGRAPH

_____ Road at section ____km _____ Road at section ____km _____ Road at section ____km
from ____village
from ___ village
from ___ village

For canals, photographs should be taken at three different locations for each canal. The photograph
should capture the two banks of the canal at the point where this is taken.

PHOTOGRAPH

PHOTOGRAPH

PHOTOGRAPH

_____ canal at a section ___m _____ canal at a section ___m _____ canal at a section ___m
from intake
from intake
from intake

4. Mapping of targeted infrastructure
At the time of submitting the Interim report, the SPs should attach a map showing the location of
all targeted villages within the district. The map will be provided by FAOSO. If such map will not
have been provided by FAOSO in time for the SP interim report deadline, the SP will use a map of
its choice/ format. The map will have to be annexed to the report in both hard and soft copy. If soft
copy cannot be integrated in to the report due to technical reasons, hard copy will suffice.
Whenever compatible with the security context, the SP should provide GPS coordinates of the
targeted villages.
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5. Problems encountered
State the problems encountered during the implementation of the activities and action taken or
requested to resolve them. Any observations on villages and HH selection criteria (such as
suggested changes / improvements) should also be reported here / in this section.
FMT VII
FINAL NARRATIVE REPORT

From:
Service Provider

To:

Reporting Period

Region/s

District/s

Area of intervention

Table of contents
It should list the main chapters of the final report including a list of the acronyms, of the maps and
pictures, and of the annexes (if any)
Executive Summary
The executive summary should highlight the essential elements of the action, present results achieved
(as per result based indicators specified in the ToA), activities conducted (as per definition of
activities specified in the ToA), information about the beneficiaries, and inputs provided. The
executive summary should not exceed 15 lines.
6. Objectives and Outcomes achieved
In this section the results achieved based on the indicators (as per ToA) should be presented.
7. Beneficiaries
The actual number of beneficiaries (direct and indirect) divided per Region, per District, per
activities and gender (as indicated in the table below). Number of beneficiaries that received more
inputs / benefits from the action (overlapping) should be specified and justified.
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8. Project Implementation
3.1 Activities implemented
Brief descriptions of the activities implemented against activities planned should be provided
presenting (if any) the discrepancies between activities implemented and planned.
3.2 Other project activities
Highlight activities not included in the initial plan that have been implemented justifying the
reason.
9. Impact and sustainability
Present the impact of the action and its expected sustainability. Here, the final report should
contain a family life story for at least 3 beneficiaries and their families
10. Photographic evidence of works performed
Please include here pictures of the respective infrastructure taken before, during and after
rehabilitation. There should be at least one take, from approximately the same position and at
three different times as above, for each of the schemes / infrastructure supported as per modalities
/ guidelines below:
For water catchments, one photograph for each catchments should be taken in such a way as to show
the full surface of the water catchment. The second photograph should be taken to show one edge of
the water catchment in a location identifiable in the full view photograph.

PHOTOGRAPH

PHOTOGRAPH

Full view of ________ water catchment

Section at edge of the __________water
catchment

For roads, photographs should be taken at 3 different locations of each road. The photograph should
capture the two sides of the road at the point where this is taken.

PHOTOGRAPH

PHOTOGRAPH

PHOTOGRAPH

_____ Road at section ____km _____ Road at section ____km _____ Road at section ____km
from ____village
from ___ village
from ___ village
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For canals, photographs should be taken at three different locations for each canal. The photograph
should capture the two banks of the canal at the point where this is taken.

PHOTOGRAPH

PHOTOGRAPH

PHOTOGRAPH

_____ canal at a section ___m _____ canal at a section ___m _____ canal at a section ___m
from intake
from intake
from intake

11. Mapping of targeted infrastructure
At the time of submitting the Final report, the SPs should attach a map showing the location of all
targeted villages and at least 80 percent of all infrastructures rehabilitated under this LoA. The
map and relevant support for image gathering will be provided by FAO.... If such support will not
have been provided by FAO.... in time for the SP final report deadline, the SP will use a map of its
choice/ format. The map will have to be annexed to the report in both hard and soft copy. If soft
copy cannot be integrated in to the report due to technical reasons, hard copy will suffice.
Whenever compatible with the security context, the SP should provide GPS coordinates of the
targeted infrastructure, as follows:
For water tanks: one single coordinate close to the tanks bank
For roads and irrigation canals: one coordinate at the beginning/first end of the section to be
rehabilitated / constructed, one coordinate in the middle and one coordinate at the other end.

12. Recommendations and conclusions
State the problems encountered during the implementation of the activities and action taken or
requested to resolve them. Any observations on villages and HH selection criteria (such as
suggested changes / improvements) should also be reported here / in this section.
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FMT VIII
FINAL FINANCIAL REPORT
1. Certification of proper utilization of the funds
The certification of proper utilization of funds serves as the covering letter for the presentation of
the final financial report. It should include project’s details (title and code) the amount of funds
received, funds utilized, period covered by the LOA, the statement “funds received from FAO have
been properly utilized for the purpose indicated in the LOA (No. of the LOA)”. The declaration
should list as attachments all the documents comprising in the final financial report (Financial
Statement, Expenditures List, Certified copy or original of all financial supporting documents).
2. Financial Report
Certified financial report in the format indicated below reflecting as much as possible the
description of expenditures, unit, number of unit and unit rate of the budget presented in the
Annex. It has to be stamped and signed by the responsible officer of the implementing partner.

3. Expenditures List of all supporting documents
The list of transaction is a record of all supporting documents chronologically ordered and
grouped per budget headings and budget lines. All supporting documents have to be pasted on
paper indicating the project title, project number, budget heading, budget line, description of
expenditure, total amount and currency.
4. List of supporting documents
The originals of all supporting documents including invoices, receipts contracts, etc. evidencing
arrangements and payments for eligible expenses under the LoA (that will be returned to the
implementing partner) and photocopies of the same (that will be kept in FAO .......... office) have to
be grouped following the order expressed in the transaction list.
Final financial report for an LOA is considered complete only when all above listed document are
submitted
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FINANCIAL REPORT FORMAT
Name:
Project code:
Letter of Agreement
number:
Financial Reporting period:

Budget as per LoA

Budget
code

Unit
Description

Expenditures incurred

# Units

Unit
No of
Costs
cost (in month
USD)
s
(in USD)

(a)

(b)

( c)

Unit

(a)*(b)*(c )

Grand
Total
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#
Units

Unit
No. of Total cost of Variance
cost (in month the period
USD)
s
(in USD)

(d)

(e)

(f)

(d)*(e)*(f)

%
Variance

Prepared by:

Certified by:

Name

Name

Position

Position

Signature

Signature

Project Title:
Project OSRO/SOM/../...
LOA No:
Transaction listing (also known as Itemized statement of expenditures) format:

ID

Document
Date

Description

FAO
FAO Budget
Account
Line code
Name

Mode Of
Currency
Payment

Amount

Amount in
USD

Sub Total

Sub Total
74

Sub Total

Sub Total

Sub Total
Grand Total
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Date:-------------------To:
Mr. ...................
Budget Holder/Agriculture Sector Coordinator
FAO .........

Certificate of Proper Utilization of Funds Under Letter of
Agreement No .................

This is to certify that the total expenditure made for the period ------------------------------- to ------------- was USD --------------- (------------------------------------); the funds provided by FAO to meet the
expenditure, have been properly utilized for the purpose intended in accordance with the Letter of
Agreement as mentioned above.
The following documents are submitted as evidence that the funds received form FAO were indeed
utilized for the purpose intended:


Financial Report for the period ---------------- to -------------------, inclusive of transaction list
and supporting documents/receipts.

This is also to certify the correctness of the above mentioned accounts and supporting
documents/receipts..
Your Faithfully,
Signature:------------------------------------Name:-------------------------------------

Official stamp

Title:-------------------------------------
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FMT IX : Training Guidelines
FMT IX Table I: Guidelines for training canal committee members and users
Day

Lesson

Duration Topics to be covered

Day 1

Lesson 1

Day 1

Lesson 2

Day 1

Lesson 3

Day 1

Lesson 4

Water requirements for irrigation farming

Day 2

Lesson 1

Factors that determine how often to irrigate crops

Day 2

Lesson 2

Day 2

Lesson 3

What is irrigation?

3 hours

3 hours

Lesson 4

Day 3

Lesson 4

Participatory learning approach
to be applied in all sessions

Factors which determine water requirements
Planting and spacing requirements

and

3

for

Field
demonstrations
using
figures 4 and 5- Group work

Field visitation to identify sources of water loss through
infiltration, evaporation and leaks via canal banks and learn how
to minimize the losses
Good irrigation practices

3 hours

Figure 1 , 2
demonstration

Irrigation methods- Discussion on 3 levels of irrigation: Water
abstraction level, Water conveyance level and Water application
level.
Water losses in irrigation schemes

3 hours

Day 2

Approach

Plenary session discussion on bets time for irrigation,
management and maintenance of abstraction points, maintenance
of canals & maintenance of water division structures
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Demonstrations using figures 4,5
and 6

Day 3

Lesson 4

Land preparation process- Ploughing, basins, canals and
recommended dimensions

Day 3

Lesson 4

Submission of training report to include list of participants
desegregated by gender and age, achievements challenges and
recommendations

FMT IX Table II: Training schedule for water catchment committees (Half day sessions)

Day

Topics/ Activity

Day 1

Site selection for water Factors to consider
catchment construction

Day 1

Sub-Topics

Methodology

Recap of plenary discussions

Day 1
Day 1

Brain storming with participants

Visit to existing water catchment
Maintenance of water Rain water harvesting
catchments

Presentation/ Lecture

Day 2

Routine management practices and cost

Day 2

Options for water distribution- to human Plenary session and recap by facilitator
and animals
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Plenary session and recap by facilitator

Day 2
Day 2

Protection of water catchment areas
Water quality

Water hygiene

Day 2

Local purification methods applicable in Plenary and group work sessions
the village setting

Day 3

Improved/ chemical purification methods

Day 3

Sustainable
communal
catchments

Lecture

use of Avenues for income generation
water

Plenary session

Day 3

Expenditure incurred

Plenary session

Day 3

Review of past records and lessons learnt

Day 3

Record keeping (Income and expenditure)

Lecture and presentation by treasurer

Day 3

Action points

Work plan for the next 12 months
Target setting
Annual budget preparation

Closure
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FMT IX Table III: Training guide on environmental conservation

Day

Lesson

Day 1

Day 1

Duration

Topics to be covered

Approach

Lesson 1

What is environment? Define the factors
which determine a good environment for you
and your dependants

Participatory learning approach to be
applied n all sessions

Lesson 2

Environmental factors within our control
versus factors we cannot control.

3 hours
Day 1

Lesson 3

What is environmental conservation?

Day 1

Lesson 4

Day 2

Lesson 1

What actions to take to conserve our
environments
Community
based
environmental
conservation;

Day 2

Lesson 2

Day 3
Day 3

3 hours

Lesson 3

Presentation of group
management
Forestry
and
Grazing management.
Effects of
environment

3 hours

findings:
range

Water
and

how livestock rearing on

Field visitation to identify impacts of human
settlements, livestock and climate change on
the environment
Discussion on lessons learned and recap of
the whole training
Evaluation and closure
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Group discussion on rangeland
management and conservation

Group work and presentations

FMT X - Commodity price information and availability

CFW Weekly
Commodity Prices

District:

Village:

Staff Name:

NGO:

Date:

Telephone #:

Which local market is most used by beneficiaries?

Vendor Name:

Telephone:

What is average distance from project site to this market?

Vendor Name:

Telephone:

Commodity

Price

Supply
surplus

( )

normal

( )

scarce

above normal ( )

below normal

( )

not available

surplus

normal

( )

scarce

above normal ( )

below normal

( )

not available

surplus

normal

( )

scarce

above normal ( )

below normal

( )

not available

surplus

normal

( )

scarce

above normal ( )

below normal

( )

not available

surplus

normal

( )

scarce

above normal ( )

below normal

( )

not available

surplus

normal

( )

scarce

above normal ( )

below normal

( )

not available

surplus

normal

( )

scarce

above normal ( )

below normal

( )

not available

surplus

normal

( )

scarce

above normal ( )

below normal

( )

not available

surplus

normal

( )

scarce

above normal ( )

below normal

( )

not available

surplus

normal

( )

scarce

above normal ( )

below normal

( )

not available

surplus

normal

( )

scarce

above normal ( )

below normal

( )

not available

surplus

normal

( )

scarce

( )

White Sorghum 1kg

( )

( )
( )

White Sorghum Bag/50kg

( )

( )
( )

Red Sorghum 1kg

( )

( )
( )

Red Sorghum Bag/50kg

( )

( )
( )

Yellow Maize 1kg

( )

( )
( )

Yellow Maize Bag/50kg

( )

( )
( )

White Maize 1kg

( )

( )
( )

White Maize Bag/50kg

( )

( )
( )

Wheat Grain 1kg

( )

( )
( )

Wheat Flour 1kg

Cowpeas 1kg

( )

( )

Sugar 1kg

above normal ( )

below normal

( )

not available

Tea leaves 1kg

surplus

normal

( )

scarce

( )
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( )
( )
( )
( )
( )
( )

Salt 1kg

Grinding costs 1kg

Local Sesame Oil 1L

Vegetable Oil 1L

Fresh Camel Milk 1L

above normal ( )

below normal

( )

not available

surplus

normal

( )

scarce

above normal ( )

below normal

( )

not available

surplus

normal

( )

scarce

above normal ( )

below normal

( )

not available

surplus

normal

( )

scarce

above normal ( )

below normal

( )

not available

surplus

normal

( )

scarce

above normal ( )

below normal

( )

not available

surplus

normal

( )

scarce

above normal ( )

below normal

( )

not available

surplus

normal

( )

scarce

above normal ( )

below normal

( )

not available

surplus

normal

( )

scarce

above normal ( )

below normal

( )

not available

surplus

normal

( )

scarce

below normal

( )

not available

( )

( )

( )

( )

( )

( )

( )
( )
( )
( )
( )
( )
( )
( )
( )
( )
( )
( )

Fresh Cattle Milk 1L
( )

Exchange Rate
( )

( )

Somali Shillings/USD

( )

( )
( )

Somaliland Shillings/USD
above normal ( )
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( )

Annex 4: Template of contract with a private financial entity for services of money
transfer
CONTRACT No 11/028/S
between
The Food and Agriculture Organization of the United Nations
the headquarters of which is
situated in Rome, Italy
and
Company name
established and existing under
the laws of: Country
with its registered offices located at:
Full address of company
Telephone
E-mail:

ARTICLE 1 – INTRODUCTION
This Contract is made between the Food and Agriculture Organization of the United Nations,
hereinafter referred to as the “Organization”, and Company name, hereinafter referred to as the
“Contractor”, for the purpose of:
Money Transfer Services in Country
ARTICLE 2 – DESCRIPTION AND SCHEDULE OF SERVICES TO BE PERFORMED
(a)

The Contractor hereby agrees to provide the services for the Organization as set forth in
Annex I “Description of Services”.

(b)

The Contract is valid immediately upon signature by both parties and shall remain in force
until the services have been satisfactorily provided for a period of one (1) calendar year.

(c)

For the purposes of this Contract the Organization has designated as its Contract Manager,
Mr/Ms Name, Title.

ARTICLE 3 – TERMS OF PAYMENT
(a)

In full consideration of complete and satisfactory performance of the services under this
contract, the Organization shall pay the Contractor a fee of X%.

(b)

Upon receipt of invoices, the Organization shall make payment(s) as foreseen in Annex I of
the present Contract.

(c)

The Contractor shall reimburse the Organization for costs incurred by the Organization for
procurement of alternative services due to the Contractor’s fault.

(d)

Invoices shall be submitted, duly approved by the Organization’s Contract Manager, and shall
be forwarded to the address given below for settlement:
Full FAO office Address
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ARTICLE 4 – CONTRACTOR’S RESPONSIBILITIES
(a)

The Contractor shall, for the purpose of this Contract, have the status of an independent
contractor and shall be fully responsible, in particular, for the acts or omissions of its
employees, agents or other representatives, and authorized subcontractors shall not be
considered in any respect as being employees or agents of the Organization.

(b)

The Contractor shall have the sole and full responsibility for the performance of its
obligations under this Contract; except as may be provided for in this Contract or in a written
authorization by the Organization, the Contractor shall not enter into any subcontracts or
otherwise assign, transfer or charge to any third party any of its rights or obligations under
this Contract.

(c)

The Contractor shall immediately report any change in its legal status or in its control to the
Organization which shall thereupon have the right to terminate this Contract.

(d)

Should the Contractor become insolvent or bankrupt, the present Contract shall be deemed to
have been terminated as of right.

ARTICLE 5 – PROHIBITED PRACTICES
The Contractor shall observe the highest standard of ethics during the procurement and execution of
this Contract and will not engage in any corrupt, fraudulent, collusive or coercive practices, and
agrees to adhere to the United Nations Supplier Code of Conduct which can be viewed at
http://www.un.org/depts/ptd/pdf/conduct_english.pdf.
ARTICLE 6 – INTELLECTUAL PROPERTY AND OTHER PROPRIETARY RIGHTS
The Organization shall be entitled to all intellectual property and other proprietary rights including,
but not limited to, patents, copyrights, and trademarks, with regard to products, processes, inventions,
ideas, know-how or documents and other materials which the Contractor has developed for the
Organization under the Contract and which bear a direct relation to or are produced or prepared or
collected in consequence of, or in the course of, the performance of this Contract. At the
Organization’s request, the Contractor shall take all necessary steps, execute all necessary documents
and generally assist in securing such proprietary rights and transferring or licensing them to the
Organization in compliance with the requirements of the applicable law and of the Contract.
ARTICLE 7 – PUBLICITY, AND USE OF THE NAME OR EMBLEM OF THE
ORGANIZATION
Unless authorized in writing by the Organization, the Contractor shall not advertise or otherwise make
public that it has a contractual relationship with the Organization, nor shall the Contractor in any
manner whatsoever use the name or emblem of the Organization, or any abbreviation of the name of
the Organization.
ARTICLE 8 – CONFIDENTIALITY
The Contractor, its employees, agents or other representatives, and authorized subcontractors, shall
treat as confidential all the information, be it in written, digital or oral format, they are provided with
or in any way privileged to as a result of their performance under this Contract. This provision shall
survive expiration or termination of this Contract.
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ARTICLE 9 – TAX EXEMPTION
Article III, Section 9, of the Convention on the Privileges and Immunities of the Specialized Agencies
provides, inter alia, that the Organization, its assets, income and other property shall be exempt from
all direct taxes, except charges for public utility services, and shall be exempt from customs
restrictions, duties and charges of a similar nature in respect of articles imported or exported for its
official use. In the event that any government authority refuses to recognize the exemptions of the
Organization from such taxes, restrictions, duties or charges, the Contractor shall immediately consult
with the Organization to determine a mutually acceptable procedure.
ARTICLE 10 – CONFLICT OF INTEREST
The Contractor warrants that no official, staff member or representative of the Organization or any
family member of any such person has any interest in, or derives any benefit from, this Contract. The
Contractor shall take all reasonable precautions to avoid any conflict of interest in the implementation
of the services and shall inform the Organization without delay of any situation constituting or likely
to entail a conflict of interest.
ARTICLE 11 – CHANGES AND AMENDMENTS
Any changes, amendments or modifications to this Contract shall be made in writing and on the basis
of mutual consent of the parties.
ARTICLE 12 – DELAYS AND LIABILITIES
(a)

The Contractor shall notify the Organization in writing no later than five (5) days after the
date of a delay in the performance of this Contract becomes known.

(b)

The Contractor shall remain liable for delays in delivery of goods and service when
equivalent goods and services can be obtained from other sources in good time. If the
Contractor fails to make delivery or perform in the time required, the Organization may
suspend or cancel all or part of this Contract, obtain said goods or services elsewhere, make
corresponding adjustments to any payments that may be due to the Contractor and/or, in the
event of default or delay attributable to the Contractor, assess both actual and liquidated
damages.

(c)

The Contractor shall remain liable for excess costs and damages caused to the Organization
by such failure or delay, except where such failure is due to causes attributable to the
Organization or causes beyond the control, fault or negligence of the Contractor. The
Organization’s determination as to the effects of delay, particularly regarding adjustments to
compensation, shall be binding.

(d)

The Contractor hereby indemnifies and holds the Organization harmless from and against any
and all claims, damages and losses, including costs in connection therewith, for any injury to
its employees or third parties or destruction of property of third parties, arising out of or
connected to the Contractor’s work or performance under this contract.

(e)

The Contractor shall make provision for adequate insurance to cover such risks as damage to
property and injuries to persons, as well as third party liability claims.

85

ARTICLE 13 – CONFIDENTIALITY
The Contractor, its employees, agents or other representatives, and authorized subcontractors, shall
treat as confidential all of the information, be it in written, digital or oral format, they are provided
with or in any way privileged to as a result of their performance under this Contract. This provision
shall survive the expiration or termination of this Contract.
ARTICLE 14 – TERMINATION
(a)

(b)

The Organization shall have the right to terminate this Contract in the following cases:
(i)

for unforeseen causes beyond the control of the Organization;

(ii)

in the event, on the Contractor’s side, of bankruptcy, winding up, insolvency, transfer
of business, Company Voluntary Arrangement;

(iii)

repeated and/or serious non compliance with laws and regulations related to social
contribution, safety measures, pollution, prevention of injuries in the work place;

(iv)

serious contractual breaches compromising the normal performance of the services
under this Contract;

(v)

transfer to third parties, either directly or indirectly through an intermediary, of all or
part of the rights and obligations pertaining to the services under this Contract, except
for subcontracts duly authorized by the Organization;

(vi)

gross negligence;

(vii)

unjustified delay in the execution of the services, so as to substantially prejudice the
achievement of the Organization’s objectives under this Contract;

(viii)

default in the submission of the performance bond, if applicable;

(ix)

non compliance with the requirements of Article 4 paragraph (c) of this Section with
regard to changes in the Contractor’s legal status or control.

If this Contract should be terminated, the following shall apply:
(i)

the Organization shall complete all payments which may be due up to the effective
date of termination;

(ii)

the Contractor shall deliver all work in process and in any event shall take all
reasonable measures to avoid any loss or deterioration of goods, equipment, materials
or supplies, or any other damage;

(iii)

the Organization shall pay to the Contractor any sum which is determined by the
Organization as equitable for any work in progress.

(c)

Adjustments to consideration and any claims arising from or connected with the termination
of the Contract shall be dealt with in accordance with the pertinent provisions of this
Contract.

(d)

Notices of termination shall specify the reasons for termination and take effect at the earliest
ten (10) days after receipt thereof by the addressee, it being understood that the provisions of
this Contract applicable to the winding up of the Contract, the liquidation of claims and the
settlement of disputes shall remain in force for such additional period as may be necessary.

(e)

The Contractor agrees to undertake all reasonable efforts to ensure that none of the funds
received from FAO under this Contract are used to provide support to individuals or entities
(i) associated with terrorism, as included in the lists maintained by the UN Security Council
pursuant to its Resolutions 1267 (1999), 1844 and 1916, or (ii) that are the subject of
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sanctions or other enforcement measures promulgated by the UN Security Council. This
provision must be included in all subcontracting arrangements or assignments entered into
under this Contract.
The Contractor acknowledges and agrees that the provisions of this Article constitute an
essential term of this Contract and any breach of these obligations and warranties shall entitle
FAO to terminate this Contract immediately upon notice to the Contractor, without any
liability for termination charges or any other liability of any kind of FAO.
ARTICLE 15 – SETTLEMENT OF DISPUTES
(a)

Any dispute between the Parties concerning the interpretation and the execution of the
Contract shall be settled by negotiation between the Parties. If the dispute is not settled by
negotiation between the Parties, it shall, at the request of either party, be submitted to one
conciliator. Should the Parties fail to reach agreement on the name of a sole conciliator, each
party shall appoint one conciliator. The conciliation shall be carried out in accordance with
the Conciliation Rules of the United Nations Commission on International Trade Law, as
presented in force.

(b)

Any dispute between the Parties that is unresolved after conciliation shall, at the request of
either party, be settled by arbitration in accordance with the Arbitration Rules of the United
Nations Commission on International Trade Law.

(c)

The conciliation or the arbitration proceedings shall be conducted in the language in which
the Contract is drafted provided that it should anyway be one of the six (6) languages of the
Organization (Arabic, Chinese, English, French, Russian and Spanish). In cases in which the
language of the Contract is not a language of the Organization, the conciliation or the
arbitration proceedings shall be conducted in English.

(d)

The Parties may request conciliation during the execution of the Contract and anyway not
later than twelve (12) months after the completion, expiry or termination of the Contract. The
Parties may request arbitration not later than ninety (90) days after the termination of the
conciliation proceedings.

(e)

The arbitral tribunal shall have no authority to award punitive damages. The Parties shall be
bound by any arbitration award rendered as a result of such arbitration as the final
adjudication of any such dispute.

ARTICLE 16 – PRIVILEGES AND IMMUNITIES
Nothing in this Contract or in any document or arrangement relating thereto shall be construed as
constituting a waiver of the privileges or immunities of the Organization, nor as conferring any
privileges or immunities of the Organization on the Contractor or its employees. Nothing in this
Contract shall imply acceptance by the Organization or the jurisdiction of the courts of any country
over disputes arising out of this Contract.
ARTICLE 17 – APPLICABLE LAW
Subject to any specific provision herein, this Contract and any dispute arising therefrom shall be
governed by general principles of law, to the exclusion of any single national system of law. General
principles of law shall be deemed to include the UNIDROIT Principles of International Commercial
Contracts of 2004.
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ARTICLE 18 - SEXUAL EXPLOITATION
The Contractor shall take all appropriate measures to prevent sexual exploitation or abuse of any
beneficiary of the services provided under this contract, or to any persons related to such
beneficiaries, by its employees or any other persons engaged and controlled by the Contractor to
perform any services under the Contract. For these purposes, sexual activity with any person less than
eighteen years of age shall constitute the sexual exploitation and abuse of such person. In addition, the
Contractor shall refrain from, and shall take all reasonable and appropriate measures to prohibit its
employees or other persons engaged and controlled by it from exchanging any money, goods,
services, or other things of value, for sexual favors or activities, or from engaging in any sexual
activities that are exploitive or degrading to any beneficiary of the services provided under this
contract or to any persons related to such beneficiaries. The Contractor acknowledges and agrees that
the provisions hereof constitute an essential term of the Contract and that any breach of these
provisions shall entitle the Organization to terminate the Contract immediately upon notice to the
Contractor, without any liability for termination charges or any other liability of any kind.
ARTICLE 19 – ENTRY IN FORCE
This Contract shall enter into force upon the signature of both Parties. The Contractor must sign two
(2) copies of this Contract and return one (1) to the Organization’s Contract Manager indicated in
Article 2 (c).
ARTICLE 20 – NOTICES
(a)

Any notice affecting the rights or obligations of either party to this Contract shall be given in
writing and delivered in person or by registered mail to the addresses given below:
(i)

To the Organization:
Full address

(ii)

To the Contractor:
Full address

(b)

Notice shall be considered as effected on the date of delivery to the addressee.

Signed on behalf of the Food and Agriculture Signed on behalf of Company:
Organization of the United Nations:

Signature ……………………………………...

Signature ……………………………………….

Name and Title (Print)

Name and Title (Print)

Date …………………………………………….

Date …………………………………………….
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Annex I
DESCRIPTION OF SERVICES
A. Maintenance of accounts for all FAO offices
A.1 The Contractor will open and maintain accounts in the name of all FAO-Country office.
A.2 The Contractor will provide the services described in Section B below, in accordance with
instructions duly signed by signatories whose specimen signatures will be provided by the FAOCountry office in City. Instructions are sent either by fax or by email.
A.3 For all payments described in Section B below, the Contractor will invoice at a frequency ranging
from weekly to monthly.
A.4 The Contractor will provide itemized statements for Section B of all activity by account with
every invoice and by calendar month. The statements will include all payments, credits, commissions
and reimbursements, and have a beginning and ending balance.
A.5 The Contractor will receive a payment advice for every reimbursement made by FAO-Country
under Section B, which will cite the Contractor’s invoice number, date and total amount; the total
amount paid and the EFT number issued by FAO-Country’s bank; and in the event of a difference
between the total amounts of the invoice and payment, the details of any entries unpaid and reasons
for non-payment.
A.6 Monthly reconciliation of statement of account for Section B has to be done by 10th of every
month.

B. Delivery of USD cash against Payment Authorizations
Payment Authorization is the instrument used by FAO-Somalia to give instruction to the Contractor
for standard payments, consisting of paying a beneficiary a specific USD amount at a specific
location. It is signed by two authorized signatories, and contains the Name of Beneficiary,
Authorization Number, Location, Contact Details (generally telephone number), and Payment
Amount. The instrument can be for a single payment or multiple payments. In the case of multiple
payments, the information described above is provided for each payment.
B.1 Within a maximum turnaround period of two (2) days, the Contractor will deliver cash in advance
to payment authorization beneficiaries against Payment Authorizations prepared by FAO-Somalia
office.
B.2 The Contractor will provide FAO-Somalia Nairobi Office with proof of delivery (receipts)
together with itemized invoices by email or original receipt of payment copy. FAO-Somalia office
will reimburse all payments for which proof of delivery has been received, and pay the corresponding
agreed-upon commission for each amount reimbursed.
B.3 Invoices will be paid within fifteen (15) working days from the date of FAO-Somalia receipt and
acceptance of (an) invoice(s) and (a) proof(s) of delivery/receipt. FAO-Somalia will make any effort
to accept (an) invoice(s) or to advise the Contractor of its non-acceptance of (an) invoice(s) within
five (5) working days.
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