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1. Glossary

Program, means the program “Toward the Universal Access to the Prevention and Treatment of HIV/AIDS, as well as to the social care and assistance for vulnerable persons and unflavored populations” financed by the Global Fund for Fighting against HIV/AIDS, Tuberculosis and Malaria, within the 6th Round.
Sub-Grant Agreement means the agreement concluded between the Principal Recipient and the Implementer, 

Global Fund is the Global Fund for Fighting against HIV/AIDS, Tuberculosis and Malaria.

Principal Recipient is the Romanian Angel Appeal Foundation, identified under the item 1.1 in the Sub-Grant Agreement.

Implementer is the person specified under the item 1.2 in the Sub-Grant Agreement.

Project, shall mean the activities described in the Annex 1 - Project Description, such activities going to be carried out by the Implementer by observing the within Sub-Grant Agreement.

Authorized Persons, are the persons designated by the Parties, specified under item 6 in the Sub-Grant Agreement, authorized to sign the documents issued for the execution of the Sub-Grant Agreement and to make decisions with reference to its running.

Personnel and Affiliates shall mean the employees, the representatives, the consultants, the trainers, the contractual partners and any other person affiliated to the Implementer or collaborating with it in the fulfillment of the targets of the Projects.

Funds shall mean the sums allotted/paid for in advance to the Implementer based on the Sub-Grant Agreement.

Books and Records of the Project shall mean the financial-accounting ledgers, the data collection systems, the substantiating documents or any other records related to the Sub-Financing Agreement, in order to present, with no limitations, all costs borne and income derived by the Implementer as well as its progress in the fulfillment of the Project.

Local Global Fund Agent – in short, LFA – is the legal entity contracted by the Global Fund in order to fulfill certain functions for and on behalf of the Global Fund, including: assessment of the capacity of the Principal Recipient to implement the Program and to administrate the transferred funds and verify the progress of the Principal Recipient and of the Implementers in connection with the Program targets, the use of the Funds and the conformity with the terms and conditions of the Sub-Grant Agreement. Currently (at the signing date of this Sub-Grant Agreement) the designated LFA by the Global Fund is KPMG Romania SRL, the Global Fund might decide upon the replacement of the current LFA.

2. General

2.1. The contracts concluded between the Principal Recipient and Implementer has the following annexes: Project’s Description, Project’s Budget, Procurement Plan, Project’s Targets and Indicators (The Monitoring and Evaluation Plan) and the Work Plan. The Contract’s annexes have a contractual value. 

2.2. The Implementer must nominate the responsible person for the accounting-financial management of the GFATM funds and to notify the Principal Recipient. The notification sample can be found in the Annex 1. 

2.3. The Implementer and the Personnel will keep the Books and Records of the Project in accordance with the legal provisions in the matter. The Books and Records of the Project will continue to be kept by the Implementer, the Personnel and the Affiliates after cessation of the Sub-Grant Agreement. Thus, the financial-accounting books and records (as an example and nor for limitation: invoices, receipts and other financial-accounting evidence) will be kept on a period of 10 years, except for the payrolls that will be kept on a period of 50 years in accordance with the Romanian legislation in force. The quarterly progress reports, as well as other records under printed form or under electronic form will be kept on a period of 3 years as of the cessation of the Sub-Grant Agreement.

In all cases, the Books and Records of the Project will be kept on a sufficient period of time, so as to allow the settlement of any claim and of any fact-findings made by the audit, or if so requested by the Principal Recipient or by the Global Fund.

2.4. The Principal Recipient will retain the services of an independent auditor in order to make the annual financial audit of the income and expenses attached to the Project(s). The costs of the audit will be borne out of the Budget of the Project(s).

The Implementers are held to make available to the independent auditor all requested documents and manifest cooperation in the process of making the verifications for the audit. The Principal Recipient will announce in advance the Implementer on the date planned for the audit.

The audit report made by the independent auditor will be communicated to the Implementer by the Principal Recipient.

2.5. The Implementer recognizes to the Principal Recipient and to the Global Fund the right to effect in person, by proxy, through the Global Fund Local Agent or through an independent auditor (by using the Funds or other available means to this effect) the audits requested through the Sub-Grant Agreement and/or to coordinate a financial analysis or a judiciary assessment or to take any other measure it may deem fit in order to verify and monitor if the activity of the Implementer and the use of the Funds are made in accordance with the provisions of the Sub-Grant Agreement. Under these circumstances, the Implementer will cooperate with the Principal Recipient, the Global Fund, the Global Fund Local Agent, the independent auditor and/or with any other person authorized by them for the achievement of such audit, for the financial analysis, monitoring, assessment, or other action.

The Implementer will allow at any moment the access of the authorized representatives of the Principal Recipient / the Global Fund, of its agents or of any third party authorized by them to: (i) the Books and Records of the Project or other documents including to the data collection systems in connection with the Project, kept by the Implementer, (ii) to the registered offices of the Implementer where are kept the Books and Records of the Project and the data collection systems or where the Project activities are carried out, (iii) other locations where the documentation related to the Project is kept or where the Project activities are carried out, (iv) the entire Personnel of the Implementer, (v) the Beneficiaries of the Project.

2.6. The Implementer will notify the Principal Recipient forthwith, in writing, with reference to any audit or judiciary investigation on the activities financed through the Sub-Grant Agreement, initiated or made by central or local public organisms/ authorities.

3. The Project’s income and its control

3.1. Each Implementer has the duty to use different bank accounts for each activity granted from Funds. The bank accounts will be opened by the Implementer in lei, to an agreed bank that will offer a good interest rate. 

3.2. Before signing the contract the Implementer will notify in written the Principal Recipient regarding the opening of the bank account and details on the bank and account. 

3.3. During the sub-grant agreement, installments to the Implementer will be periodically made, in accordance with the budget and indicators’ fulfillment. 

3.4. The payments will be made in Ron, at the exchange rate of the Principal Recipient's bank. The payments will be made based on the grant applications, according to the model from the financial report program (see chapter 5). 

3.5. The first installment from the Funds will be paid to the Implementer based on the request signed by the authorized person. The sample for the request of the first installment is to be found in the Annex 2. The first installment is limited to the first quarter plus the buffer month (not more than four months).

The following installments will be made by the Principal Recipient after having received and accepted the financial report and the procurement report as it is mentioned in Chapter 5.

3.6. The Implementer can use the Funds only for the implementation of the activities covered by the Project or for other activities agreed upon in writing by the Principal Recipient. It is forbidden to have the banking speculations, stock exchange, investments in money markets and other similar activities.

3.7. The only incomes agreed upon are those coming from the installments from the Principal Recipient and the interest rate relevant for the special account. 

3.8. The Implementers have the duty to keep in the current account the funds received from the Principal Recipient.
3.9. Similar to the special bank accounts, the Implementers will be obliged to open special cash registers, different for each granted activity from the Program's funds, for the expenses made through the cash register.

4. The SR expenses and its control

4.1. Contracting the expenses

4.1.1. The Implementer will make use of the Funds in accordance with the provision stipulated in the Sub-grant Agreement and its annexes. 

4.1.2. The expenses based on agreement, invoices, receipts, or any other fiscal document are acknowledged according to the enforced Romanian legislation and made in line with the Budget.

4.1.3. For the same activity is allowed to have the reallocation between the budgets' lines only by the written approval of the Principal Recipient. The sample of funds reallocation is to be found in the Annex 3. 

The Implementer is authorized to exceed a budget line with up to 20% from the total value of that line, under the condition to fit in the budget allotted for that line.

The Implementers granted for more projects are not allowed to use the Funds from one project to another. 

4.1.4. Under special conditions, the Principal Recipient can approve the reallocations of the budget between the SDAs from the same objective. The reallocation can not exceed 10% of the total value of the donor SDA and the recipient SDA. 

4.1.5. The expenses report will be made on a quarterly basis as it is stated in Chapter 5. The description of the reporting software use is a different chapter of this manual.

4.1.6. In Romania the expenses will be made in the national currency – RON.  The financial report will be made in RON and EURO. The expenses register will be made in RON, and the EURO transformation will be made automatically from the system. The chapter of describing the reporting method makes good references on these details. 

4.2. Disbursement of travel expenses

4.2.1. Per diem expenses – according to the Romanian legislation, per diems are only for the full time employees; the per diem is allocated for departures of more than 12 hours; 

4.2.2 Accommodation expenses – the expenses will be borne out of the Implementer based on agreement or direct engagement. The accommodation expenses are accepted for locations that do not exceed 4* hotels or equivalent.

4.2.3 Transport expenses – can be disbursed only transport expenses for running the specific activities, such as:

- air plane – if the distance exceeds 900 km; 

- train or bus – 2nd class for distances less than 250 km, 1st class or sleeping wagon for distances exceeding 250 km

-  vehicle – it is disbursed the gasoline for the vehicles calculated to a consume of  7.5 liters/ 100 km.; 

- taxi – for the delegations within counties

4.3. Personnel expenses
4.3.1. The Implementer’s responsible person for making on a monthly basis the pay rolls for employees in accordance with the enforced Romanian legislation, outlining the taxes and the benefits offered to the employee (e.g. Meal tickets).

4.3.2. The pay rolls are elaborated taking into consideration the following:

· The individual labor contract is concluded prior to initiating the work on the job
· The medical leaves with the family physician’s stamp must be submitted by the employee, both in original and copy
4.3.3. The payment of the salary and the taxes according to the state budget will be done in compliance with the salary level agreed on through the Implementer’s internal policies and the Project’s budget.

4.3.4. According to the Labor Code, all the employees benefit of legal holiday. During the holiday, the tasks of the personnel employed within the project will be distributed among the other employees with similar skills. 

5. Financial Report
5.1. The Implementer has the duty to send the quarterly financial and procurement reports to the Principal Recipient. The Principal Recipient provides the Implementer the software for the quarterly financial report and also the description of how to use the soft. 

5.2. The quarterly progress report will be submitted to the Principal Recipient under final form no later than 10 days as of the termination of the reporting period, in accordance with the table below:

	Number of the Quarterly Report
	Reporting Period


	Deadline for the Submission of the Final Report to the Principal Recipient



	Report 1
	July 1st 2007 - September 30th 2007
	10 October 2007

	Report 2
	October 1st, 2007 – December 31st 2007
	10 January 2008

	Report 3
	January 1st 2008 - March 31st 2008
	10 April 2008

	Report 4
	April 1st 2008 - June 30th 2008
	10 July 2008

	Report 5
	July 1st 2008 – September 30th 2008
	10 October 2008

	Report 6
	October 1st 2008 - December 31st 2008
	10 January 2009

	Report 7
	January 1st 2009 – March 31st 2009
	10 April 2009

	Report 8
	April 1st 2009 - June 30th 2009
	10 July 2009


5.3. The Implementer will submit to the Principal Recipient, in the form and contents satisfactory for the Principal Recipient a financial and procurement Annual Report corresponding to the project year. The guidance on the form and contents of this report will be provided by the Principal Recipient on the Program’s management site.

The deadline for submitting the first Annual Report is 30th September 2008 and will include the period 1st July 2007 – 31st June 2008.

The deadline for submitting the second Annual Report will be announced by the Principal Recipient within reasonable time.

5.4. The financial reports will be filled in into Romanian language.

5.5. The Principal Recipient’s financial officer will verify the Implementer’s report and will notify it of the possible discrepancies. After the Implementer receives the financial officer’s written approval regarding the report acceptance, it will send the financial and procurement report in printed format, signed and stamped by the authorized persons, within 3 working days after having received the approval from the Principal Recipient. The report may be sent by post, courier or personally submitted to the Principal Recipient’s office.

5.6. The financial report includes the following reporting files:

· Income 






- Cumulative report




· Expenditures




- Explanatory table
· VAT report




- Installment request
· M&E Report




- Interests
· Personnel costs 



- Disbursement request
· Budget reallocations



- Closing balance
Annex 4 details the form and contents of each reporting file. It also gives explanations on how to fill in the files and the connections among them.

The Principal Recipient will make available to the Implementers details on how to fill in the financial report and use the reporting software.

6. Duty segregation 
Approve payments, verify the eligibility of expenses, make payments and register them in the accounting records are responsibilities to be delegated to different persons.

7. Manage the fixed assets and inventory objects

7.1. Fixed assets and inventory objects are to be defined in conformity with the Romanian law in force, hereinafter referred to as goods.

7.2. The goods are to be insured within 15 days from their procurement on the basis of the invoice from the supplier and the installments are to be paid monthly, quarterly or annually, according to the insurance type.

7.3. The Implementer’s inventorying commission will make the inventory of goods annually. Upon inventorying, it is to verify the factual stock with the stock in the accounting records and the allocation of inventory numbers.

The inventory minuses are to be imputed to the persons in charge with their administration. The inventory pluses are to be registered in the accounting records on the basis of a fact-findings report if they don’t come from inventory errors. The plus is established when the Commission has no doubts. Scores, crossed verifications are made before taking this decision.

7.4. The fixed asset depreciation is calculated linearly and the depreciation is registered in the accounting records on a monthly basis.

8. Procurement
The procurement procedures will be described largely in Section II (Procurement) of the Manual.

To avoid the conflict of interests, the Implementer’s employees participating in the supplier selection process or in the procurement process, in carrying out the contracts concluded by the Implementer with third parties won’t have any material, financial interests or of any other kind with these parties, won’t be business partners or shareholders of these parties, there will be no kin degrees between the employee and the third party, won’t control the third party in any way.

The Implementer’s employees won’t request any favors, gifts or gratis things from contractors or potential contractors.

If the Implementer finds out about the occurrence of a conflict of interests between an employee and a third party, it will notify the Principal Recipient of this situation, which, in its turn, will notify the LFA and the Global Fund.

9. Audit 

9.1. The Implementer will be audited on an annual basis by an independent audit company with regard to preparing the financial-accounting statements.

9.2. The audit company will be selected by the Principal Recipient, in conformity with the procedures imposed by the procurement manual and the Global Fund procedures.

9.3. The implementer must receive the auditors and make available any information requested by them.

9.4. The Implementer’s audit will end with an audit report prepared by the audit company. The report will be acknowledged to the Implementer, Principal, LFA and the Global Fund.

9.5. The Implementer must take into consideration the remarks and recommendations in the audit report.

10. VAT related expenses
10.1. The Implementer is encouraged to commit in contracting expenses without VAT.

10.2. As Romanian legislation allows this with very small exceptions, the VAT related to the payments made by the Implementer won’t be imputed to it.

11. Miscellaneous 
Any other situation not specifically described in this manual is subject to the Romanian legislation in force.

12. Update
These policies are subject to periodic reviews and are updated whenever the Global Fund requirements are modified or whenever the Romanian legislation imposes it.

Annex 1 Notification on the financial responsible

Implementer’s heading

Implementer’s Register No.:

To: PR – Romanian Angel Appeal

Attn: Dana Marin – Financial Manager

From: Implementer’s name

Re: notification on the financial responsible

…. Implementer’s name … I hereby state the following:

Mr./ Ms. … person’s name… will be responsible for the financial management of the activities run by the … Implementer’s name … according to the Agreement no. … no. Of the Agreement concluded between the Implementer and the Principal Recipient …
Accountabilities:

- 

- 

- 

(it will be filled in with the generic accountabilities this person have: e.g. draws up financial reports, certifies the grant applications, answers to all the financial requests of the Principal Recipient  etc.)
Signature sample:

…..
Implementer’s signature

Implementer’s stamp

Annex 2 Request for the first installment

Implementer’s heading

Implementer’s Register No.:

To: PR – Romanian Angel Appeal

Attn: Dana Marin – Financial Manager

From: Implementer’s name

Re: Request for the first installment

	Budget lines
	Budget for Q1
	The connection month relevant for the following Q
	Total requested funds

	1
	2
	3
	4 = 2 + 3

	A. Human Resources
	 
	 
	 

	A1. Consultancy
	 
	 
	 

	A2. Staff
	 
	 
	 

	Total Human Resources
	 
	 
	 

	B. Infrastructure and equipment
	 
	 
	 

	B1. Goods and non-health equipment 
	 
	 
	 

	B2. Infrastructure
	 
	 
	 

	Total Infrastructure and equipment
	 
	 
	 

	C. Training
	 
	 
	 

	C1. Meetings organization
	 
	 
	 

	C2. Manuals and similar publications 
	 
	 
	 

	Total Training
	 
	 
	 

	D. Health products and equipment
	 
	 
	 

	D1. Health products
	 
	 
	 

	D2. Health equipment
	 
	 
	 

	Total Health products and equipment
	 
	 
	 

	E. Drugs
	 
	 
	 

	F. Planning and administrative 
	 
	 
	 

	F1. M&E visits
	 
	 
	 

	F2. Other meetings, visits, conferences
	 
	 
	 

	F3. IEC Materials
	 
	 
	 

	F4. Administrative
	 
	 
	 

	F5. Audit
	 
	 
	 

	Total Planning and administrative
	 
	 
	 

	G. Other expenditures
	 
	 
	 

	G1. Bonuses
	 
	 
	 

	G2. Protocol
	 
	 
	 

	G3. Bank commission
	 
	 
	 

	G4. Others
	 
	 
	 

	Total other expenditures
	 
	 
	 

	Total Budget
	 
	 
	 


I hereby certify the reality, correctness and validity of all data stated above. 

Implementer’s signature

Implementer’s stamp

Checked by the PR

Name:

Position: 

Data: 

Certified by the PR
Name:

Position: 

Data: 

PR’s Stamp:

Annex 3 Funds reallocation request
Implementer’s heading
Implementer’s Register No.:

To: PR – Romanian Angel Appeal

Attn: Dana Marin – Financial Manager

From: Implementer’s name

Re: Funds reallocation request

Reallocation request’s justification:

Identifying the budgetary lines from where the funds will be reallocated: name of the budgetary line, the reallocated amount, amount’s justification 

Identifying the budgetary lines to where the funds will be reallocated: name of the budgetary line, the reallocated amount, amount’s justification 

Budget:

	Line item
	Initial budget
	Reallocations
	Actual budget

	1
	2
	3
	4 = 2 + 3

	A. Human Resources
	 
	 
	 

	A1. Consultancy
	 
	 
	 

	A2. Staff
	 
	 
	 

	Total Human Resources
	 
	 
	 

	B. Infrastructure and equipment
	 
	 
	 

	B1. Goods and non-health equipment 
	 
	 
	 

	B2. Infrastructure
	 
	 
	 

	Total Infrastructure and equipment
	 
	 
	 

	C. Training
	 
	 
	 

	C1. Meetings organization
	 
	 
	 

	C2. Manuals and similar publications 
	 
	 
	 

	Total Training
	 
	 
	 

	D. Health products and equipment
	 
	 
	 

	D1. Health products
	 
	 
	 

	D2. Health equipment
	 
	 
	 

	Total Health products and equipment
	 
	 
	 

	E. Drugs
	 
	 
	 

	F. Planning and administrative 
	 
	 
	 

	F1. M&E visits
	 
	 
	 

	F2. Other meetings, visits, conferences
	 
	 
	 

	F3. IEC Materials
	 
	
	 

	F4. Administrative
	 
	 
	 

	F5. Audit
	 
	 
	 

	Total Planning and administrative
	 
	 
	 

	G. Other expenditures
	 
	 
	 

	G1. Bonuses
	 
	 
	 

	G2. Protocol
	 
	 
	 

	G3. Bank commission
	 
	 
	 

	G4. Others
	 
	 
	 

	Total other expenditures
	 
	 
	 

	Total Budget
	 
	0
	 


I hereby certify the reality, correctness and validity of all data stated above. 

Implementer’s signature
Implementer’s stamp
1/16                              Operations Manual, Chapter 1, 1st Edition 2007

Approved by the Global Fund at 08.13.2007
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