(Appendix 3)

Annex 3 of the Cooperation Agreement:

Financial Guidelines for BMZ- Funded International Projects
Last revised: February 2013

1.

General Principles

1.1.
Cost Efficiency Principle
Project funds shall be spent in accordance with the common rules of cost efficiency and thrift.
The project partner shall be obligated to spend the funding allocation received from the Heinrich Boell Foundation exclusively on expenditures necessary for the achievement of the agreed project objectives.
The Heinrich Boell Foundation reserves the right to verify that project expenditures are subject to funding and,
if necessary, not to reimburse certain expenses.
1.2.
Transfer Regulations
Conversion of the funding allocation into local currency shall be carried out according to valid foreign exchange
regulations, and documented by submission of official exchange receipts. Without exception, all monetary
transactions, including currency exchanges, must be documented.
All expenses incurred by the project must be paid for in local currency.
Exceptions to this principle must be authorized in advance by written approval of the Heinrich Boell Foundation.
1.3.
Separation of Projects
A separate project account must be created within the project partner's accounting for the project outlined in
the Cooperation Agreement. This account is to be used for all entries relating to the project and therefore enable all costs pertaining to the project to be posted separately from other projects.

1.4.
Project Account
Project funds are transferred to the project partner's bank account. A separate bank account/project account
should be established for longer-term projects.
Fees for managing bank accounts, for payment transactions, etc. are to be recorded under the item Administration costs at the time they are charged to the account.
Interest accrued on the project bank account amounting to no more than EUR 1,000.00 per annum may be
used to cover necessary project expenses. The utilization of accrued income exceeding EUR 1,000.00 requires prior approval by the Heinrich Boell Foundation. Earned interest used for any other purpose or used
without approval must be repaid to the Heinrich Boell Foundation.
To prevent losses through currency exchange, a foreign-currency account may be opened with prior written
approval of the Heinrich Boell Foundation. Any interest accruing in these bank accounts shall be reported in
the accounting submitted to the Heinrich Boell Foundation (see 2.2).
If payments are made in cash, the person authorized to take receipt of the money must be named in writing
and must submit her/his identity card (or equivalent) as proof of identity.
1.5.

Fund Requests

The project partner shall submit a funds request to the Heinrich Boell Foundation to cover expenditures projected in the cost and finance plan.
The project partner undertakes to request only funds that can be spent within 2 months.
Based on the scheduled project activities, the project partner shall draw up a specific request for funds (financial status) for the following accounting period (see sample form 3.1), having made corresponding adjustments
to cater to the actual fund requirement. This request is to be submitted to the Heinrich Boell Foundation by the
deadlines indicated on sample form 3.1. Failure to do so will result in no funds being transferred.
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1.6.
Cost and Finance Plan
The contractually agreed cost and finance plan is binding for the entire period of sponsorship.
Modifications to concept and implementation of the approved project necessitate prior written approval of the
Heinrich Boell Foundation.
Expenditures for individual items of the cost and finance plan in excess of the projected sum are permissible
up to 30% through savings on other items, provided that the total sum of the allocation is not changed.
Any changes to the individual items of more than 30% must be applied for beforehand and approved in writing
by the Heinrich Boell Foundation.
The item personnel cost is excluded from the above. Any change in personnel costs requires prior
written approval from the Heinrich Boell Foundation.
1.7.
Personnel List
The personnel list (Appendix 3.2. of the Cooperation Agreement) is binding.
The employment regulations and social security laws of the project country must be observed with regard to
the recruitment of personnel.
Full-time jobs may be divided into a corresponding number of part-time jobs. All other changes to the personnel list must be submitted in writing to the Heinrich Boell Foundation in advance and approved in
writing by the Foundation.
The personnel list (see sample form 3.2) shall duly reflect any change in local personnel.
The salaries (including social benefits) shown in the cost and finance plan represent the highest levels of payment employees are entitled to for the position in question. They must be adhered to at all times as the International Office has obtained confirmation that the salary payments are in conformity with local practice. Payment of salaries must be made in local currency.
1.8.
Employment Contracts
Written employment contracts must be signed as soon as project personnel are recruited. Each employment
contract must include at least the following details:
 A precise description of activity and function to be fulfilled in the project by the respective staff member, as
well as the number of working hours agreed upon


The salary including social benefits in local currency



Stipulations in case of termination and/or dismissal



Stipulation for annual leave and illness

In case personnel already employed by the project partner is released for work in the project funded by the
Heinrich Boell Foundation, an agreement between the project partner and these individuals must be signed.
All rights and duties arising from the contractual relationship shall be the sole responsibility of the project partner (see contract).
Copies of the employment contracts and the payroll accounting relating to the employees, incl. all social benefits are to be included with the accounting and submitted to the Heinrich Boell Foundation.
The amount of salary to be refunded is to be calculated on the basis of the hours agreed upon in the cost and
finance plan.
The Heinrich Boell Foundation reserves the right to veto the participation of certain people where breaches
are apparent.
See also Code of Conduct
1.9.

Service, Freelance and Honorarium Contracts

If budget items for honoraria are provided for in the cost and finance plan, contracts for work and services are
to be concluded.
The size of the honoraria is established in the cost and finance plan and must be adhered to as it conforms to
the locally paid honorarium rates, confirmation of which has been submitted to the International Office.
Freelance and honorarium contracts must include at least the following details:



Name, address and qualification of the freelance worker
Amount of the agreed fee in local currency
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Basis for calculation of the fee (e.g. daily rate, hourly rate)
Task of the freelance worker; description of activity
Length and validity of the freelance or honorarium contract
Use rights and licenses

Quotations must be obtained for the above-mentioned services (see 2.3).
The insurance and tax regulations of the project country must be taken into account and specified in the contract.

1.10. Lease agreements
If expenditures for office rent are provided for in the cost and finance plan, submission of written rental agreements is mandatory. The rent amount must be confirmed by a chartered accountant or the local chamber of
commerce to be reasonable and within the norms of the country.
Contractually agreed-upon deposits must be clearly reported in the project accounts. Refund of the deposit
and its use in the project must be accounted for with termination of the lease agreement; at the latest, however, by completion of the period of sponsorship funded by the Heinrich Boell Foundation.
1.11.

Unforeseen Expenditures/ Expenditures Not Specified in the Cost and Finance Plan

In the event that expenditures become necessary during the project that were not specified in the cost and
finance plan (unforeseen expenditures), the project partner may file a timely application with the Heinrich Boell
Foundation requesting the corresponding funds.
Once the Heinrich Boell Foundation has examined the application, the project partner will receive written notification as to whether the costs in question can be covered.

2.

Management of Funds

2.1.
Principles, Fiscal Year
The governing principle in German fiscal law, according to which income received is recorded in the
accounts on the date of its receipt, and expenditures are recorded on the date of payment, shall apply
to the project for the management and reporting of funds.
The fiscal year is the calendar year - January 1 to December 31.
The project partner undertakes to conduct its accounting of all project-related income and expenses in
accordance with the generally-accepted principles.
2.2.

Income and Independent Funds

In case of income generated by the project (for example by sales revenues, participants' fees, advertising
income and revenue generated from interest), this must be reported in the statements of accounts submitted to
the Heinrich Boell Foundation. Any income must be exclusively used for project purposes (i.e. necessary additional expenditures to achieve the project goal). Utilization of revenues for the project purpose requires prior
approval by the Heinrich Boell Foundation.


In case of spending the partner organization’s independent funds [e.g. donations] for the implementation
of the project funded by the Heinrich Boell Foundation, such funds must be reported, used for the project
purpose and accounted for. They may result in the funding amount being reduced.



If the project partner has received funds for implementation of the same project from other donors, these
must be used to achieve project objectives and must be reported to the Heinrich Boell Foundation. The
Heinrich Boell Foundation shall reduce the amount of its funding accordingly.



Any other projects of the partner organization funded by other donors must be separated from that funded
by the Heinrich Boell Foundation in terms of reporting income and expenditures; i.e. it must be clear from
the statement of income and expenditures that the Heinrich Boell Foundation project is separate.



In order to prove that the project funded by the Heinrich Boell Foundation has not been funded with means
from other donors, that other projects have not been simultaneously funded with means from the Heinrich
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Boell Foundation and that double financing of expenditures can be excluded, it is necessary, in any of
these cases, to have the organization's chartered accountant draft a written confirmation.
Upon request, the project partner is to submit the organizations’ complete financial statement to the Heinrich
Boell Foundation.
2.3.

Acquisitions and Contracts for Services; Procurement and Documentation of Quotations

Quotations must be obtained for all acquisitions and contracts for services.
For acquisitions with a value of between 400,00 Euro and 5.000,00 Euro, at least three verbally obtained
Quotations must be recorded in writing (see sample form 3.3). For acquisitions exceeding 5.000,00 Euro
at least three written quotations must be obtained from different potential suppliers. Verbal and written
Quotations from the potential suppliers must in all cases contain at least the following details:
 Name and address of the potential supplier; if possible with telephone number
 Date of quotation
 Content (subject matter) of quotation
 Price

Quotations shall form a part of the final statement of accounts and must accompany it.
Suppliers from the project country or region should be given priority to suppliers from other countries.
Preference should be given to the least expensive supplier. Exceptions from this principle require justification
(e.g. quality differences, spare parts, maintenance, service etc.). In the case of freelance and honorarium contracts, competence criteria may serve as justification for the selection of contractual partners.
The Heinrich Boell Foundation must be informed immediately in case of planned acquisitions from countries of
the European Union. In case of such acquisitions, only the purchase price exclusive of VAT may be reimbursed.

2.4. Inventory Obligation
Items with an acquisition price exceeding 400,00 Euro net must be inventoried on an ongoing basis for the
period of sponsorship (Appendix 3.4, sample form inventory list). The aforementioned inventory list is to be
updated on an ongoing basis and submitted at the same time as the accounting.
Items purchased from project funds may be used exclusively for implementation of the project. No item on the
inventory list may be sold, rented or loaned during the period of sponsorship.
The inventory list is the basis for a possible transfer of ownership to the project partner. All inventoried acquisitions remain property of the Heinrich Boell Foundation until a corresponding contract has been signed. Where
required, they can be used by representatives of the Heinrich Boell Foundation in the project country.
Should items that are procured as part of the project using funds provided by the Heinrich Boell Foundation no
longer be used for the purpose of the project and/or be sold, or rented or leased out, the project partner shall
be required to render an equalization payment amounting to the current market value.
This obligation does not apply if, after the Heinrich Boell Foundation has transferred ownership,
- two years have passed in the case of individual items valued at between 400,00 and 5.000,00 Euro;
- five years have passed in the case of individual items valued at more than 5.000,00 Euro;
- Fifteen years have passed in the case of real estate valued at more than 50.000,00 Euro.
2.5.
Real Estate and Financing Instruments
Prior separate written agreements with the Heinrich Boell Foundation shall be entered into in advance of initial
expenditure of project funds for real estate and financing instruments.

3.

Proof of Expenditures
4
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2.4.

General

Accounting is performed on the basis of the submitted original receipts. It must furnish full and complete evidence of the expenditure of project funds from their receipt in the project account to their final expenditure.
All expenses must be incurred in the official currency of the project country (see Transfer Regulations).
If using a chartered accountant: The accounting and management of receipts shall be handled directly between the chartered accountant and the Heinrich Boell Foundation. The chartered account agreement of the
Heinrich Boell Foundation (Appendix XX) is to be concluded.
If not using a chartered accountant: All receipts (originals) are to be submitted to the Heinrich Boell Foundation. In the case of domestic regulations which forbid the export or submittal of original receipts, notarized copies (drawn up on the basis of cancelled original receipts) must be submitted to the Heinrich Boell Foundation.
The project partner shall present accounts to the Heinrich Boell Foundation in local currency.
2.5.

Currency Conversion

The project partner is to forward all receipts concerning exchange rates and conversions (e.g. bank statements
showing incoming payments) to the Heinrich Boell Foundation which determine the weighted average of the
converted local currency into Euros.
If the project partner has opened a foreign currency account and if expenditures have been made in foreign
currency, these expenditures must be reported accordingly.

2.6.

Format and Order of Accounting

A statement of accounts shall include at least the following parts:









2.7.

Statement of income and expenditures of project funds according to the cost and
Finance plan
Original receipts
 In chronological order
 Pasted onto typing paper (preferably in DIN A4 format, i.e. ca. 21 x 29.7 cm)
 Numbered in consecutive order and with the Heinrich Boell Foundation project number
 Sorted according to the items of the cost and finance plan
Lease agreements
Employment contracts and/or other relevant personnel documents (see 1.7. and 1.8.)
Freelance contracts (see 1.9.)
Quotations for office equipment and services (see 2.3.)
The annually updated inventory (see 2.4.) at the end of each fiscal years
Official receipts of conversion of Euros (or US$) into local currency of the project country
Expenditure Documentation Requirements

Proof of all project expenditures must be submitted by way of corresponding receipts.
Receipts must contain at least the following details:







Invoice with the name and address of the payee
Name and address of the payer
Reason for payment
Amount of payment
Place and date
Proof of payment: a receipt, or confirmation of payment with date of payment in the case of cash payment;
the bank statement in the case of bank transfers; confirmation from the payee that the cheque has been
received in the case of payments by cheque

Regarding expenditures for everyday needs not exceeding 25,00 Euro, a receipt may be drawn up by the payer indicating the reason for and circumstances of payment for submission to the Heinrich Boell Foundation.
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This stipulation only applies in exceptional cases where a proper receipt cannot be obtained from the payee
and must be justified to the Heinrich Boell Foundation in writing.
Vouchers not written in German or English must be accompanied by a translation of the main items in question
in one of these languages.
2.8.

Accounting for Educational Events of the Project

A separate statement of income and expenditures shall be drawn up for each educational program (seminars,
workshops, conferences or similar) of the project, which clearly shows the total cost of the particular event.
Receipts must be clearly attributable to the educational event concerned. These separate statements of income and expenditures for each educational event form part of the overall statement of income and expenditures.
For seminars etc., expenses for the following items may be reimbursed:









Rental costs for meeting venues at usual local rates (only if facilities cannot be supplied free of charge by
the project partner).
Rental fees for technical equipment (only if this cannot be supplied by the project partner)
Necessary preparatory measures
Documents accompanying the seminar (copying costs)
Fees for non-employees (if the seminar cannot be organized with the project partner’s own personnel
resources), (see 1.9.)
Travel Expenses (see 3.6)
Health, accident or liability insurance, limited to the duration of the event
Catering

In addition to the receipts submitted with the statement of accounts, the following documents (originals) must
accompany the statement of income and expenditures for educational events:







A list of participants (in the case of international events, with details of country and city of origin), with the
personal signature of each participant
A list of speakers and event staff
Freelance contracts
Rental agreements for conference rooms (only if the project partner could not make any suitable space
available - must be justified)
Narrative report on the educational event
Documents necessary for reimbursement of travel expenses incurred in connection with the educational
event (especially the original tickets), (see 3.6.)

2.9.

Principles for Reimbursement of Travel Expenses

Travel expenses will be reimbursed if the traveller in question can furnish proof of attendance



either in the shape of a signature on the attendance list from the event that is subject to reimbursement
or on the basis of an official written confirmation from the project partner

The following travel expenses may be reimbursed:
a) Overnight accommodation / meals
b) Transport costs / travel expenses
The above-mentioned costs must be within the local rates.
2.9.1.

Cost of Accommodations and Meals
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The organizer of the event should organize and account for accommodations and meals for the participants.
Should this not be possible for organizational reasons, costs may be reimbursed only on presentation of individual receipts.
A lump sum refund for accommodation and meal costs is possible in exceptional cases. Lump sum reimbursements may be made only at the reasonable rate consistent with the norms of the country (e.g. that usually paid by state authorities). Certification of appropriateness of the rates must be attached to the accounts.
Participants who are reimbursed directly must confirm receipt of the amount in writing.
Other expenses (e.g. telephone costs in hotel, room service etc.) cannot be reimbursed.

2.9.2. Travel Expenses
The same general rule applies here: essential travel expenses may be reimbursed only upon presentation of
original receipts. The most cost-efficient and practicable means of travelling to and from the event location is to
be selected.
Participants' travel expense accountings must indicate the purpose of the trip, name and address, date of travel, itinerary and travel time.
In the case of necessary air travel, only economy class is refundable (comparative quotations are necessary).
Airfares can only be reimbursed if
a) the original invoice is submitted
b) in the case of an electronic booking, the E-Ticket is submitted together with proof of payment (direct
debit from bank account, receipt)
If no receipt can be obtained in the case of public transport or taxi, the organizer may draw up a self-prepared
invoice (to a maximum of 25,00 Euro), containing written confirmation that the reimbursement rate is within
local norms.
A logbook is to be kept if private vehicles are used for the purpose of the project. The mileage allowance must
conform to the standard local rates and be agreed upon in writing.
Use of a taxi always requires written justification.
Travel expenses incurred in other countries may be calculated and reimbursed only upon submission of respective official current exchange rate receipts.
Reimbursement of travel expenditure in foreign currencies (e.g. U.S. $) is permitted in order to avoid currency
exchange losses, depending upon currency exchange regulations in the respective countries.

2.10.

Copies of Publications

The Heinrich Boell Foundation is to receive four copies of all information materials and publications drafted by
the project partner.
To enable cooperation partners to document their partnership with the Heinrich Boell Foundation, the Foundation will make its logo and other elements from its corporate design available free of charge.
In turn, the cooperation partners will make their corporate design templates available to the Heinrich Boell
Foundation so that the Heinrich Boell Foundation is able to publicize the joint project, at any time and any
place, in all press statements as well as all external communications issued by the Heinrich Boell Foundation.
The materials made available may only be used for the purpose of identifying the partnership in question and
may not be changed in any shape or form.
All publications relating to the partnership are either to be agreed upon in general, for press releases for example, or are to be agreed upon in individual cases prior to the publication being released. This shall also apply to the timing of the public announcement confirming the existence of the partnership and funded project.
The project partner undertakes to make appropriate references in all its materials and publications to the fact
that such materials and publications have been drafted in partnership with the Heinrich Boell Foundation.
2.11.

Examination of Accounting Documents; Duty to Retain Documents
7
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The submitted statements of accounts shall be examined by the Heinrich Boell Foundation.
The Heinrich Boell Foundation is entitled
 to request additional financial documents from the project partner and/or the chartered accountant pertaining to individual budget items
 to remove individual items from the statement of income and expenditures which cannot be recognized as
project expenditures,
 to subsequently request that the project partner submit further documents relevant for examination, including the complete financial statement
The project partner shall be obligated to immediately submit additional documents. Otherwise, the Heinrich
Boell Foundation reserves the right to suspend further transfers of funds.
After examination of the statement of income and expenditures, the Heinrich Boell Foundation shall inform the
project partner, and the auditor if applicable, in writing of the balance to be carried forward as the opening
balance for the next accounting period (in local currency and with the equivalent in Euros).
Project partners that have not forwarded their original receipts to the Heinrich Boell Foundation shall be obligated to retain all receipts for seven years and to make them available to the Heinrich Boell Foundation, the
Federal Ministry for Economic Cooperation and Development (BMZ) and the German Federal Accounting Office on request.
Should the project partner no longer be able to guarantee storage of the documents, the Heinrich Boell Foundation must be informed and the documents turned over to the Heinrich Boell Foundation for safe-keeping
3.

Sample forms for Annex 3
3.1
3.2.
3.3.
3.4.
3.5.
3.6.

Concrete Request for Funds/Financial Status
Personnel List
Documentation of Comparative Quotations
Inventory List
Participants List
Accounting Cover Sheet – needs to be drafted

8

(Appendix 3.2)

Personnel List

Official Name of Project Partner Organization:

Details of Employee
Cum
Nr.

Function as per
Personnel plan

Name

Address

Qualification

Date of
Employment

Date of
Contract

Gross
Salary

Social
Deductions

Net Income

I confirm the authenticity of the information
Signature, Date:
Name:

Contract
valid until

Termination
Date

(Appendix 3.3)

Documentation of Oral / written price comparisons
(Oral: Obligatory for Equipments and Material Procurements and for awarding Service
Contracts valued between 400, 00 EURO and 7.500,00 EURO.
Written: For an amount above 7.500, - € - please attach written Quotation)
Cooperation Partner / Project:

______________________________________

Project Number:

_________________

Intended Service / Acquisition:
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________

Number of
Offers

Date of
Request

Firm (Name, Address, Tel/Fax/Mail)

Price

1st. Offer
2nd. Offer
3rd. Offer
Further
Offers

Decision in favour of the following Offer: _______________________________________
Justification (Where the cheapest price is not considered): ___________
________________________________________________________________________
________________________________________________________________________

I confirm the authenticity of this information
_______________________________________________________________________
Date
Place
Signature

(Załącznik 3.5)

Tytuł aktywności, miejsce, data
Nazwa organizacji

LISTA UCZESTNIKÓW_CZEK

Imię i nazwisko

Instytucja

Adres

E-Mail

Podpis

*

* Państwa dane będą opatrzone klauzulą poufności, zgodnie z ustawą o ochronie danych osobowych. Wykorzystujemy Państwa adresy dla celów wewnętrznych i zapisujemy je
w naszej bazie danych, by móc powiadamiać Państwa o naszych przedsięwzięciach. Prosimy postawić krzyżyk, jeśli nie wyrażają Państwo zgody na wykorzystywanie Państwa
adresów w tej formie. Mogą Państwo również w kazdej chwili zgłosić się do nas pisemnie z prośbą o wykreślenie Państwa danych z naszej bazy danych, a dane Państwa
zostaną z naszej bazy niezwłocznie usunięte.

finacc_pl

(Załacznik 3.6)

Organizacja, tytuł projektu
Program regionalny: "EU/ Ameryka Północna: Transformacja i zagadnienia globalne"
Komponent:
FR 1
Organizacja:
Tytuł projektu:
Termin realizacji:

Rozliczenie projektu
waluta krajowa
wydatki
planowane*

Pozycje kosztów

1. Honoraria
2. Koszty podróży
3. Noclegi
4. Catering
5. Wynajem pomieszczeń
6. Koszty administracyjne
7. Publikacje/ Koszty druku
8. PR dla imprezy
W sumie

0,00

waluta krajowa
wydatki
rozliczane**

Data:
Podpisy:

waluta krajowa
%

0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00

0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00

#DZIEL/0!
#DZIEL/0!
#DZIEL/0!
#DZIEL/0!
#DZIEL/0!
#DZIEL/0!
#DZIEL/0!
#DZIEL/0!

0,00

0,00

#DZIEL/0!

Raty w sumie
HBS grant w sumie
Wydatki razem
Raty w sumie
ostatnia rata, max do EUR
Wydatki uznane przez hbs

waluta krajowa
+/-

0,00

finacc_engl

(Anlage 3.6)

Organisation, Titel of the project
Regionalprogramm: "The European Union/ North America – Transformation and Global Issues”
Componente:
FR 1
Organisation:
Title of the project:
Period od project support:

Statement of Accounts
local currency
Figure acc.
to agreem.*

Type of cost according to agreement

1. Honoraria
2. Travel expences
3. Accommodation
4. Catering
5. Rent for measures
6. Administrative costs
7. Publication/ Printing costs
8. Public relations work for measures
in Total

0,00

local currency
actual
costs **

Date:
Signature:

local currency
%

0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00

0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00

#DZIEL/0!
#DZIEL/0!
#DZIEL/0!
#DZIEL/0!
#DZIEL/0!
#DZIEL/0!
#DZIEL/0!
#DZIEL/0!

0,00

0,00

#DZIEL/0!

Total installments
Project costs funded by the HBF
Outcomes in total
Total installments
last install., up to EUR
Hbs accepted costs

local currency
+/-

0,00

1honoraria

Organisation, Titel of the project

Type of Costs: 1. Honoraria
N°

Date*

Description of the costs

Amount in
local currency

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
Total

0,00

* Date of bank transfers or cash payments
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2travel expences

Organisation, Titel of the project

Type of Costs: 2. Travel expences
N°

Date*

Description of the costs

Amount in
local currency

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
Total

0,00

* Date of bank transfers or cash payments
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3accomodation

Organisation, Titel of the project

Type of Costs: 3. Accomodation
N°

Date*

Description of the costs

Amount in
local currency

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
Total

0,00

* Date of bank transfers or cash payments

Seite 1

4catering

Organisation, Titel of the project

Type of Costs: 4. Catering
N°

Date*

Description of the costs

Amount in
local currency

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
Total

0,00

* Date of bank transfers or cash payments

Seite 1

5rent

Organisation, Titel of the project

Type of Costs: 5. Rent
N°

Date*

Description of the costs

Amount in
local currency

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
Total

0,00

* Date of bank transfers or cash payments
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6administrative costs

Organisation, Titel of the project

Type of Costs: 6. Administrative costs
N°

Date*

Description of the costs

Amount in
local currency

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
Total

0,00

* Date of bank transfers or cash payments
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6administrative costs

Organisation, Titel of the project

Type of Costs: 6. Administrative costs
N°

Date*

Description of the costs

Amount in
local currency

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
Total

0,00

* Date of bank transfers or cash payments
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7printing costs

Organisation, Titel of the project

Type of Costs: 7. Printing costs
N°

Date*

Description of the costs

Amount in
local currency

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
Total

0,00

* Date of bank transfers or cash payments
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8public relations

Organisation, Titel of the project

Type of Costs: 8. Public relations
N°

Date*

Description of the costs

Amount in
local currency

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
Total

0,00

* Date of bank transfers or cash payments
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Appendix 4

I. General information
Name of the
organization
Short title
(max. 30 characters)

Full title of activity
Component/
program goal
Type of activity
Date
Location
Activity goal
Gender policy
approach
Target groups
Indicator
Cooperation with

III. Documentation of processing
HBS

Own funds

Other
sources

Other
sources

Total

Budget
In accounting currency

Amount spent
in accounting currency

Deviation from
budget with
explanation
(if relevant)

IV. Evaluation
Activity goal
achieved?

Goal achieved

Goal partially
achieved

Goal not achieved

Mark appropriate box above
Assessment of
indicator
Target groups
reached?
Explanation of
evaluation/
narrative report
Results in terms of
gender policy

Current as of January 2013

1

Appendix 4

Assessment of
cooperation
Possible follow-up
activities
Appendices:






Publications
Programs of events
List of participants (if applicable)
Media coverage of the project
Documentation in photographs (if available/relevant)

City, Date

Current as of January 2013

Signature

2

(Appendix 5)

- Code of Conduct Guidelines for Preventing Corruption in the Heinrich Boell Foundation

Dear Staff Members,
Corruption harms us all! It damages the reputation of the Foundation and its staff. Corruption
is a crime: it causes dependencies and leads to unemployment. Corruption begins when even
small favors are granted. Corruption will not be tolerated in the Heinrich Boell Foundation.
The Heinrich Boell Foundation obligates itself to its project and business partners to not
undertake any attempt at corruption; this is stipulated in writing in all of its contracts.
All staff members of the Heinrich Boell Foundation are bound to the following code of
conduct designed to prevent corruption:
The staff members of the Heinrich Boell Foundation are obligated to respect and
comply with all laws applicable at their work location.
They are required to conduct themselves in a manner which makes clear that
corruption will be neither tolerated nor supported.
Bribery or accepting a bribe is prohibited. Bribery is defined as providing an item or
performance with the goal of influencing the decision of the person benefited. Even
the mere promise of such a gift constitutes bribery, irrespective of whether the item or
promise is given directly or indirectly. This also includes “gifts” to family members or
friends of the decision-maker, except if a legitimate reason exists for such a gift.
The staff members of the Heinrich Boell Foundation are obligated to fend off attempts
at corruption and to document them in the relevant file. The leadership of the
respective division is to be informed in writing of any such attempts.
Project and contract partners are to be made aware that corruption is not acceptable in
the Heinrich Boell Foundation.
If a staff member anticipates in advance the danger of corruption in a concrete case, it
is recommended that s/he include another colleague as a witness to subsequent
conversations.
The staff members of the Heinrich Boell Foundation are obligated to keep their files in
a transparent manner, so that they are comprehensible for third parties and so that any
suspicion of corruption may be ruled out.
For matters in which they act as decision-makers, staff members are to assess whether
their own personal interests (including those of their circle of family and friends as
well as any outside activities) might collide with their interests as Foundation
representatives. If such a conflict is anticipated, the division leadership is to be
consulted regarding how to proceed. The decision whether responsibility for a given
formalized by the executive board on 11th December 2002

matter should be transferred to another staff member shall be made by the division
leadership.
All staff members of the Heinrich Boell Foundation are bound to the regulation
contained in their employment contract regarding the acceptance of favors and/or gifts.
Concrete indications of corruption in the Foundation are to be passed on to the
division leadership, management, or executive board. Standard communication
procedures need not be followed. Staff members who expose corruption will be
expressly protected from negative consequences imposed by the organization or other
employees. Confidentiality is guaranteed!
All staff members share responsibility for strengthening the Foundation’s fight against
corruption. As such, all staff members are called upon to make the management aware
of organizational structures or procedures that promote corruption, and to make
recommendations for changes.
It is recommended that all staff members who are active in work fields conducive to
corruption take part in regular advanced training in this area. The Foundation will
support relevant applications for advanced training measures.

formalized by the executive board on 11th December 2002

(Appendix 6)

HBF identity as a cooperation partner
All of the written or medial works, communiqués, announcements, advertising, documentation,
etc. drafted and compiled in the course of this project must include a clear reference to this
cooperation in which the HBF is identified as a cooperation partner as follows or similar:

“in cooperation with the Heinrich-Böll-Stiftung in Warsaw”
„in Kooperation mit der Heinrich-Böll-Stiftung in Warschau”

„we współpracy z Heinrich-Böll-Stiftung w Warszawie”

