Requirements for Emergency Relief Projects

funded by the Ministry of Foreign Affairs in Luxemburg



	Dear Colleagues,

The Ministry of Foreign Affairs in Luxemburg is a flexible and quick donor for emergency response. 

Please be aware that the Ministry of Foreign Affairs in Luxemburg is flexible in terms of project changes, however, we have to notify the MoFA Lux in writing before those changes can take effect.  

This is the most critical part which we request you to keep in mind. (
Thank you for your co-operation!

CARE Deutschland-Luxemburg


For a successful realisation of all projects funded by the Ministry of Foreign Affairs in Luxemburg, it is necessary to take the following issues into account. This will enable CARE to minimise the bureaucratic procedures and to focus on quick emergency response.

General:

· Well designed proposals will usually be approved within a period of a few days.
· Eligible costs: Relief supplies (procurement, packing material, transport), Material used for building aid facilities, Maintenance (labour including material used for building/repairing objects that are needed for emergency relief), Transport/Distribution (transport of distribution items to beneficiaries, loading/unloading, use of special means of transportation, e.g. by air/sea), Local Personnel Costs (all people fully involved (100%) in the project implementation, all people partly involved in the project implementation, blanket amounts for services done by CARE personnel in regional and administrative offices, costs for external personnel such as consultants and/or short-term contractors), Office Costs (blanket amounts for the operation and maintenance of regional and country offices), Visibility (all public relations activities related to funding by MoFA Luxemburg), Other (all further expenses related to ensuring the smooth implementation of the project, i.e. audits, evaluation, monitoring).
· Non-eligible costs: vehicle purchase, ICR costs.
· The donor accepts a budget line flexibility of up to 20% between the main budget lines without prior approval. More flexibility within each single budget line can be achieved in accordance with CARE Deutschland-Luxemburg. In any case, CARE Deutschland-Luxemburg is to be informed if overspending or underspending is predictable as well as of any budget changes. 
Prior donor approval is needed for:

· Variations of more than 20% between main budget lines
· Over- or under-spending of the overall budget by more than 10%

· Change of beneficiary number by more than 10%

· Change of project location

· Change of nature of project activities
· An immediate notice is required if the project objectives cannot be met.
Implementation:

· Procurement is to be carried out in accordance with the procurement guidelines of the respective CO. For procurement exceeding the amount of 1,000 €€, three independent quotations are required.

· Payments: All funds will have to be realised within the project period. Under-expenditures are to be communicated to CARE Germany immediately after the project end in order to avoid penalty charges.
· Over-/under-spendings: The reallocation of under-spent funds needs prior donor approval. If it is not possible to reallocate under-spendings within the duration of the project, they are to be paid back to the donor.
· Hand-over: Procured items for projects with a duration of more than 3 months and a value of less than 500 € can be kept by CARE but are only to be utilised in the scope of relief projects. CiL is to be informed about the respective utilisation (after project end) in the final report.

· In case of a no-cost extension, the donor has to be notified. The project duration is not to be extended for more than 3 months. If the project extension is accompanied by a budget amendment, prior donor approval is needed.
Reporting

· Interim reports offer a good opportunity to report on suggested changes and problems!

· Please use the attached formats for the narrative and financial reports. 
· For the final report, the donor usually requires copies of the following documents:

· tender documents (including tender communication, a minimum of 3 quotations and bid analysis)

· invoices and receipts for all project expenditures
· work contracts, PARs and payroll excerpts for all personnel budgeted
· hand-over protocols to beneficiaries/distribution lists
· documentation of exchange rates

· If the receipts are neither in English or French, please translate the main headings.

· The donor usually does not require audits.

	Please do not hesitate to contact us should you have any questions, we will be happy to provide as much support as needed. 
Wolfgang Tyderle, Programme Director-Emergency

Email: tyderle@care.de
Phone: ++ 49 228 97563 59
Axel Rottlaender, Dept. Emergency Coordinator 
Email: rottlaender@care.de
Phone: ++ 49 228 97563 47
Charlotte Look, Programme Officer Relief
Email: look@care.de
Phone: ++ 49 228 97563 20
Jennifer Bräutigam, Programmes Assistant Relief
Email: braeutigam@care.de
Phone: ++ 49 228 97563 43
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