[image: image2.jpg]» )
I New Partners
\ Initiative





HIV Response Project*
USAID Contract Number: 

SUB GRANTS MANUAL

Example
*HIV Response is a made up project name used as an example

Table of Contents
4I.
Introduction


4II.
Purpose and Objectives


4a.
About the HIV Response Project


4b.
The HIV Response Project Grants Program


5c.
Illustrative Timeline for Grants Programs


5III.
Eligibility Criteria


6a.       Organizations


6b.
Types of Projects and Activities


7c.
Budget considerations


8IV.
Grant Application Procedures


9V.
Evaluation Procedures


9a.
Pre-Award Due Diligence


9b.
Preliminary Evaluation


10c.
The Grant Evaluation Committee (GEC)


11d.
COTR Approval


11e.
Grant Negotiation


11f.
    Grant Approval Process


12VI.
Types of Grants


12a.
Standard Grants


12b.
Fixed Obligation Grants


12c.
Required Provisions for a Fixed Obligation Grant


13VII.
Grant Financial, Administrative and Reporting Guidelines


13a.
Recipient Orientation Workshop


13b.
Financial Management


13c.
Approved Budgets


13d.
Budget Revisions


13e.
Financial Reviews and Audits


14f.
Banking


14g.
Interest


14h.
Advances (applies only to Standard Grants)*


14i.
Allowable Costs


15j.
Accounting Standards


15k.
Internal Controls


17l.
Property and Equipment


18m.
Publications and Communications


19n.
Limitations


19o.
Budget and Program Revisions


19p.
Programmatic and Financial Reporting


20VIII.
Capacity Building


21IX.
Grant Agreement Modification


21X.
Grant Activity Completion and Termination


21a.
Grant Activity Completion


21b.
Termination or Suspension of Grants


22c.
Grant Files and Project Closeout


22XI.
Prior Approval Requirements


24XII.
Appendices


1. 
Call for Expressions of Interest (to be developed)

2. Request for Applications (to be developed)

3. Technical Proposal Template

4. Standard Grant Budget Template

5. Standard Grant Budget Narrative Template

6. Fixed Obligation Grant Budget Template

7. Fixed Obligation Grant Budget Narrative Template

8. Negotiation Memo Template

9. Management Questionnaire Template

10. Required USG Certifications

11. Sample GEC Scorecard (to be developed)

12. Standard Grant Payment Request

13. Fixed Obligation Payment Request

14. Technical Progress Report

15. Inventory Management Template

GLOSSARY OF KEY TERMS
Grants Team

The HIV Response Project Team consists of staff who provide financial and programmatic technical assistance to grant recipients and oversee grant performance. The Team consists of the Director of Finance and Administration, Grants Manager and the Program Team.  The Team is managed by the Director of Finance and Administration and accountable to the Chief of Party. 
Grants Evaluation Committee

The Grants Evaluation Committee (GEC) will consist of a minimum of four people selected from HIV Response Project staff, including the Deputy Chief of Party, Senior Technical Advisor, Senior Program Manager, Grants Managers, Provincial Coordinator and Provincial HIV/AIDS Technical Officer, a representative from STEPS-OVC, and a representative from the Provincial AIDS Task Force (preferably the Provincial AIDS Coordination Advisor – PACA). The selected committee members review and score grant applications in the relevant provinces that meet eligibility requirements and recommend organizations to be given grants.  

The USAID Contracting Officer’s Technical Representative (COTR) will have final approval of all selected organizations. HIV Response will provide the COTR with a matrix providing information on the name of the organization selected, estimated grant amount and summary of scope of work for approval.
Request for Applications (RFA)

A solicitation or an announcement by the grantor to invite potential grantees to submit proposals for funding in specific topic or program areas.  An RFA contains details about the subjects the grantor is interested to fund, proposal review and evaluation criteria and application procedures. 
Call for Expressions of Interest (EOI)

A solicitation or an announcement by the grantor to invite potential partners to submit expressions of interest on specific topics or program areas. The call for EOIs is a first step in the process of becoming a funded grantee under HIV Response. Only organizations selected during the EOI process may respond to the RFA. 
I. Introduction
This manual provides general information and guidance on the HIV Response Project grants programs, including types of organizations eligible to receive grants through the program, types of activities under the project that will be considered for grant support, budgetary considerations, grant application procedures, and record keeping and reporting requirements for grant management.

This overview is intended for a general audience of potential applicants to any of the HIV Response grant programs. HIV Response will implement a grants programs during the course of its four-year period of performance in the provinces of implementation in Zambia.
This manual is also intended to notify potential applicants of the responsibilities to which they are committing when applying for grant support. HIV Response wants to inform potential applicants clearly that: 

· applicants will be subjected to intense scrutiny as part of the application process, 

· the application process itself may require that they exert considerable effort, 

· if they are selected for support, they will have to comply with stringent management, as well as financial and narrative reporting requirements,

· applying for a grant is not an endeavor that should be entered into lightly.

Forms used in the grant process are included in the appendices to this manual.  

This manual is also intended to provide guidance to HIV Response implementation teams on the responsible award and management of grants, consistent with USAID regulations. The manual will be used by all HIV Response partners awarding grants.  All partner staff will be oriented to using this grant manual. HIV Response’s Director of Finance and Administration will ensure that partners have a thorough understanding of the HIV Response grants management policies and procedures and the first round of grants will be completed together. 

II. Purpose and Objectives
a. About the HIV Response Project
HIV Response is a nonprofit organization working globally to improve health. The HIV Response Project is a project funded by the United States Agency for International Development (USAID) through the President’s Emergency Plan for AIDS Relief (PEPFAR). HIV Response is the prime contractor on this task order, and will be supported by a consortium of partners. The purpose of this project is to increase utilization of community-level interventions through a targeted approach and provide technical leadership and expertise on comprehensive, effective, community-based prevention efforts aimed at reducing HIV transmission in Zambia.  
b. The HIV Response Grants Program
The HIV Response grants program is designed to work with local partners to tailor and implement HIV prevention intervention packages and address high priority community prevention needs. During the initial months of the project, HIV Response will conduct a desk review of interventions and programs that are proven to be effective in preventing HIV in Zambia, Southern Africa, and elsewhere that may be adapted for Zambia. Based on the desk review, HIV Response will select and adapt interventions which will be implemented by local partners already working in our target provinces. 

HIV Response will train local partners selected for funding on the HIV prevention packages and provide technical assistance (TA) to ensure interventions are implemented consistently and correctly to achieve maximum impact.  These interventions will be implemented as part of a larger community strategy developed through the mobilization process.  

Call for Expressions of Interest (EOI) announcing the HIV Response grants program competition will be advertised through the Provincial Health Offices (PHOs)/PACA,  directly to partners that have demonstrated success with other USG programs. HIV Response will also explore using faith-based and civil society networks to broaden the reach of the call for EOIs. Applicants will be judged on a competitive basis based upon their applications.

The call for EOIs will clearly describe all criteria, including any sub-criteria, under which submissions will be judged. If criteria vary in importance, the call for EOIs will specify relative percentages, weights or other means used to distinguish among them. The call for EOIs will specifically address how the eligibility will be considered. 

The call for EOIs will include a statement that issuance of the call for EOIs does not constitute an award commitment on the part of HIV Response or its partners, nor does it commit HIV Response or its partners to pay for costs incurred in the preparation and submission of an application. All preparation and submission costs are at the applicant's expense. HIV Response reserves the right to consider or reject late applications at its own discretion.  Additionally, HIV Response reserves the right to independently negotiate with any applicant.

Following the EOI process, shortlisted organizations will be invited to respond to an RFA (Request for Applications). 

Both stages of applications will be evaluated on a competitive basis.  The Grants Evaluation Committee (GEC) will inform applicants of awards and non-awards. 

The Grants Evaluation Committee (GEC) will consist of a minimum of four people selected from HIV Response staff, including the Deputy Chief of Party, Senior Technical Advisor, Senior Program Manager, Grants Managers, Provincial Coordinator and Provincial HIV/AIDS Technical Officer, a representative from STEPS-OVC, and a representative from the Provincial AIDS Task Force (preferably the Provincial AIDS Coordination Advisor – PACA). 

c. Illustrative Timeline for Grants Programs
	Year 1
	Year 2 
	Year 3
	Year 4

	Lusaka (starting February 2011 to September 2014)

	Copperbelt (starting February 2011 to September 2014)

	Eastern (starting February 2011 to September 2014)

	North Western (starting February 2011 to September 2014)

	Southern (starting February 2011 to September 2014)

	
	Central (starting January 2012 to September 2014) 

	
	Luapula (starting January 2012 to September 2014) 

	
	
	Northern (starting October 2012 to September 2014) 

	
	
	Western (starting October 2012 to September 2014) 


III. Eligibility Criteria
In the Call for EOIs and RFA, "Eligibility Criteria" is included which addresses any factors affecting the eligibility of the potential Recipients.  Pre-award surveys may only be conducted in individual cases, after receiving and reviewing applications.   There are three sets of eligibility criteria, relating to:

· Organizations that are eligible to apply for a grant

· Types of projects and activities eligible for support

· Budget considerations

a. Organizations
Eligible: To apply for funding under the HIV Response Grant Program, an organization must meet all of the following eligibility criteria:
· The organization must be not-for-profit and registered under Zambian law

· The organization has demonstrated experience in the implementation of  HIV prevention activities

· The organization has been in existence for more than 3 years 

· The organization must currently be implementing activities in the province for which it is submitting an application for

· The organization has a Board of Directors/ Board of Trustees, five or more full time staff (including program management, finance/administrative, and monitoring and evaluation staff) 

· The organization has minimum absorptive capacity and demonstrates the potential to acquire sufficient capacity to manage programs in a sustainable manner

· The organization must show proof of having a functional financial system. 

· Conflict of Interest: The grantee’s other relationships, associations, activities, and interests should not create a conflict of interest that could prevent full impartiality in implementation of the grant activities.

Ineligible: Individuals, political parties, for-profit companies, foreign-based organizations, government institutions, faith-based organizations whose objectives are discriminatory and/or whose main objective of the grant is of a religious nature, and informal alliances without legal status are not eligible for grants under HIV Response.  

If an organization or its key personnel appear on any of the following lists, it is automatically ineligible to receive a grant:

· List of Excluded Parties List System   http://www.epls.gov/
· OFAC List of Specially Designated Nationals and Blocked Persons

http://www.treas.gov/offices/enforcement/ofac/sdn/index.shtml
· UN Security Council List of Terrorist Organizations

http://www.un.org/Docs/sc/committees/1267/consolist.shtml
b. Types of Projects and Activities
Eligible: Only projects that contribute to the objectives of the HIV Response grants program will be considered for funding. Activities/interventions supported will relate to HIV Response’s objectives: 

· Build capacity in communities affected by HIV/AIDS to access more effective, gender-sensitive, higher-quality HIV prevention programs, including testing and counseling (TC),multiple concurrent partnerships (MC), and prevention of mother to child transmission (PMTCT);

· Strengthen the continuity and coordination of, as well as commitment to, effective, efficient, and sustainable HIV prevention, including TC, MC, and PMTCT;

· Design efficient, sustainable, and locally owned responses to HIV/AIDS, including increased engagement with the private sector; and

· Provide community-based family planning and reproductive health services as an adjunct to effective prevention of HIV/AIDS.

Grantee activities must target vulnerable and most-at-risk populations including: youth, orphans and vulnerable children (OVC), persons living with HIV and AIDS (PLHIV), people engaging in multiple concurrent partnership, discordant couples and at-risk HIV-negative adults. Capacity building activities will target Zambian prevention leadership, especially positive prevention leadership by PLHIV, to help reduce stigma and discrimination that compromises an effective response. Following is a list of illustrative interventions that may be supported by the grant:
The following table lists illustrative interventions:

	Intervention
	Description

	Community Engagement
	Engage community and civic leaders, CBOs, and the private sector and ensure a locally driven and sustainable response to HIV.  

	HIV Prevention Targeting the Informal Work Sector
	Target the “informal sector”—those engaged in trading goods on an informal basis—through work with market and fishing communities with an intervention to address issues of transactional sex, MCP, economic vulnerabilities, and GBV.  

	HIV Prevention through Traditional Leaders and Ceremonies
	Expand the scale and scope of chiefs and their wives, clergy, and other traditional leaders to encourage TC among men and couples and promote men’s participation in PMTCT.  

	HIV Prevention for Affluent Zambians
	Engage public and private sector groups to counter-effect the current acceptance of MCP by helping men and women understand the impact of risk behaviors on their societal status and their family, and engage them as leaders in changing social norms.  

	Expand Workplace-based Prevention Programs
	Increase sustainable and effective workplace-based programs by engaging private-sector leadership (national- and international-based companies, as well as small businesses) and communities through the social mobilization process (see Activities under Task 3).

	HIV Prevention targeting Youth through Lifeskills, Mentoring, and Safe From Harm programs
	Increase the amount and quality of in-home sex education and equip youth with the skills and knowledge to make healthy decisions through several programs including Safe from Harm, Safe Spaces, and other curricula.

	Conduct Prevention with HIV-Positive (PWP) Individuals
	Expand evidence-based PWP programs and pilot test new interventions to reduce transmission and decrease immediate loss to follow-up after a positive HIV diagnosis to engage HIV+ individuals in prevention responses and to combat stigma.  

	Community Health Days
	Assist target communities to host Community Health Days to mobilize the community and provide information and services.  


Ineligible: Activities that are not eligible for grant funding include, but are not limited to:

· Promotion of political parties, religion, or commercial interests

· Fundraising

· Revolving credit funds

· Establishing new organizations
· International travel

c. Budget considerations

HIV Response will only fund specific projects that have:
· clear, definable, achievable objectives

· clearly and reasonably planned activities

· measurable, realistic, achievable outcomes

· a sensible timetable, not exceeding the period defined in the RFA
Applicants should not propose projects which cannot be reasonably supported by their existing administrative structure or that rely solely on HIV Response. Proposed budgets may include minimal support for admin costs including salaries, benefits, equipment and operational expenses.  Administrative and staffing costs should not exceed 20% of the total grant budget. Hiring of new staff is not encouraged under these grants.
Projects should be designed in proportion to the applicant's current level of program activity. 

IV. Grant Application Procedures
HIV Response will solicit applications and select grant recipients through a two-phase process.   The two-phase application process HIV Response will use to solicit, review and select recipients will typically follow the steps described below. 
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The HIV Response Grants Team will answer questions e-mailed to program address within the time frames specified in each RFA.  The HIV Response Grants Team consists of HIV Response staff who provide financial and programmatic technical assistance to grant recipients and oversee grant performance. The Team consists of the Grants Managers and selected technical and finance staff from the respective HIV Response partner organizations. There will be a separate Grants Team for each partner organization, however, the HIV Response Director of Finance and Administration will have oversight of all teams and all teams will be accountable to the HIV Response Chief of Party.  
Each answer will be e-mailed collectively to all potential applicants who expressly ask the HIV Response Grants Team to be included in the mailing list. 

To apply for a grant, applicants must use HIV Response’s application and budget templates and submit applications in the format specified in the application instructions.  Templates are included in the attachments to this manual.  The application documentation required follows:
Phase I
· Expression of Interest
· Certificate of Registration or Incorporation Papers 

· Audited Financial Statements, if available. If no recent audit has been conducted, a revenue and expense statement and balance sheet for previous financial year must be attached).

Phase II

· Technical Proposal (see Appendix 3).  The general format for the project proposal, which should be between five and ten (5-10) pages long and in the English language, includes:

· Title

· Summary

· Background

· Project Objectives

· Project Activities and Implementation Plan

· Timetable

· Monitoring and Evaluation Plan

· Detailed Budget and Budget Narrative (see Appendix 4 to 7)

· Management Questionnaire (see Appendix 9)
· Mandatory Certifications (see Appendix 10)
· Supporting Cost Data, including payroll records, USAID 1420 forms, quotes, etc.

Applicants must submit their application and all required documentation in electronic form to program e-mail address.

All applications and required documentation must be in English.  Applicants are encouraged to compress files so that all required documentation can be sent in one e-mail. However, should the attachments be too large to fit in one e-mail, applicants can send the files in more than one e-mail. In this case, e-mails should be numbered and their total number should be clearly indicated.  Upon receiving the applications, the HIV Response Grants Team will acknowledge receipt.

V. Evaluation Procedures
a. Pre-Award Due Diligence

A due diligence review of the applicant organization is performed as part of the evaluation process.  HIV Response due diligence research must ascertain that a potential Recipient can successfully comply with the financial, management and programmatic requirements of the grant.  The recipient must be a registered entity and should have an accounting and management system that allows it to produce both accurate and current financial records, and to properly account for all equipment purchased with government funds provided by HIV Response.  The recipient should also have sufficient financial and managerial strength to operate successfully and complete the work for which it has been awarded a grant from HIV Response. Review also confirms applicant is not on any terrorist or other watch lists.

At a minimum, applicants shall submit the following information to allow HIV Response to make a determination of financial and management responsibility: (1) organizational chart or other form of organizational overview; (2) completed Management Questionnaire; (3) documentation that the applicant has the ability to comply with the award conditions, i.e. audit reports, supporting financial documentation; (4) documentation to demonstrate the applicants ability to segregate funds obtained from the award of the HIV Response grant from other activities of the organization (note: a separate bank account is required should the Recipient receive advance payments); (5) required Certifications and Representations.

b. Preliminary Evaluation

As part of the HIV Response Grants Team, the Grants Managers from the respective organizations within HIV Response overseeing grants will perform a preliminary review of the received applications using the criteria described in the applicable RFA.  In summary, s/he will evaluate applications according to the criteria of:

· Administrative compliance – verification that the application is complete, that the application file includes all items listed above.

· Eligibility – verification that the applicant and the proposed project are eligible according to the three eligibility criteria described earlier (organizations, types of projects and activities, and budget considerations).

At this stage, the Grants Managers may conduct an on-site review of an applicant organization to review the organizational policies and procedures and determine whether they meet the stringent requirements for accounting for grant funds under a USAID-funded grants program.

The Grants Managers will review answers to the management questionnaire, as well as other pertinent financial documents, to evaluate the applicant's capacity to comply with the accounting and financial reporting under a USAID-funded grants program.

If the Grants Managers determines that an applicant organization demonstrates a weakness in its grants management capacity, s/he will note this and will recommend any necessary corrective measures. 

The management questionnaire together with the Grants Managers notes and recommendations will be scrutinized as part of the overall evaluation process, along with the entire application file.

Only applications that are complete, have been submitted by an eligible organization and propose a project that meets all the eligibility criteria illustrated above will be recommended for review by the Grants Evaluation Committee (GEC). 
c. The Grant Evaluation Committee (GEC)

The Grants Evaluation Committee (GEC) will consist of at least four individuals including HIV Response staff (Deputy Chief of Party, Senior Technical Advisor, Senior Program Manager, Grants Managers, Provincial Coordinator and Provincial HIV/AIDS Technical Officer), a representative of STEPS-OVC, and a representative from the Provincial AIDS Task Force (preferably the Province AIDS Coordination Advisor – PACA). The committee members review and score all grant applications that meet eligibility requirements and recommend organizations to be given grants.  

GEC members may not review an application where there is a potential conflict of interest. All GEC members will be required to sign a declaration of impartiality and confidentiality.

GEC members are provided with copies of all applications that pass the initial evaluation.

GEC members are requested to read all applications and complete the scorecard before the GEC meeting. The score assigned to each application at this point is only preliminary. 

At the GEC meeting, members will observe applicant presentations, discuss the applications and may question the Grants Team for any additional information.

Members may adjust their initial score as the debate evolves.  In addition to the GEC Scorecard, members will receive a worksheet where they can include annotations as to why the member agrees with the consensus.

When all members declare themselves satisfied with the review process, they will be asked to give each application a final score.

Scores will then be averaged. Any application with a score of 50 or greater (out of 100 total points) will continue under GEC review.

The GEC will attempt to come to agreement through discussion. If this is not possible, voting will be used, with a simple majority necessary to give an outcome.

Possible outcomes include:

· Fully fund the project

· Partially fund the project

· Fully fund the project, with conditions

· Partially fund the project, with conditions

· Not fund the project

Possible conditions may include:

· Financial or programmatic grants management technical assistance before or during the period of the grant

· Amendments to technical areas of the grant

· Amendments to the budget

· Requirements for additional information prior to the start of the grant period

· Any other conditions deemed necessary by the GEC

Following the meeting of the GEC, the HIV Response Grants Team will collect all GEC members’ scorecards, including any associated notes, and attach those to the file of each application.

The HIV Response Grants Team is responsible for working with applicants to comply with all conditions of the grant before the grant is awarded. The HIV Response Grants Team will report to the Chief of Party (COP) on this compliance.  Any application not funded under one award round may be resubmitted for consideration in other rounds.

d. COTR Approval

Once the GEC has reviewed and selected the grantees, the HIV Response Chief of Party or Project Director will provide the Contracting Officer’s Technical Representative (COTR) with a matrix providing information on the name of the organization selected, summary of scope of work and estimated grant amount for approval. Grants will not be executed without COTR approval. 

e. Grant Negotiation

Simultaneously to obtaining COTR approval, the HIV Response team will move forward with collecting final back-up documentation for the grants, and will document the negotiation process along with other pre-award determinations in a Negotiation Memorandum for each grantee (please see Appendix 8).  

Any funding restrictions, such as limitations on allowable activities for the particular program, or limitations on direct costs, such as purchase of equipment, will be included in the Negotiation Memo. The payment schedule and monitoring plan for the grant will be fixed in accordance with the assessment of risk, unless both the HIV Response Chief of Party and HIV Response Director of Finance and Administration find that programmatic goals would best be met by deviating from the prescribed formula. 
f. Grant Approval Process 
Upon approval by the GEC, the final grant packages are submitted to the granting organization to process in accordance with the respective organization’s policies and procedures.  For example, all grant agreements must be approved and issued from the headquarters office in Washington, DC. Standard template documents will be used by HIV Response for the grant process.  

The full grant agreement document contains the following information:

· Standard Terms and Conditions
· Payment Schedule
· Reporting Requirements
· Equipment Purchase Guidelines (if applicable)
· Recipient Program Description
· Recipient Budget
· If required, Mandatory Standard Provisions for Non-US Nongovernmental Recipients
· Required as Applicable Standard Provisions for Non-US Nongovernmental Recipients
· Applicable Statutory and Regulatory Certifications

The HIV Response Grants Team shall obtain the certifications, assurances and other statements from the non-U.S. organizations before making an award.  The applicants must sign the full text of the applicable certifications as indicated in the grant award. 

If an application is not approved by either the GEC or USAID/Zambia, the applicant organization will be notified and provided with the reasons why its application was not recommended for approval. An applicant may resubmit its application during the next grant cycle if it is an eligible organization and if the purpose for which the grant was submitted is consistent with the objectives of HIV Response and the applicant organization.

VI. Types of Grants
The HIV Response grants will be implemented using the Standard Grant format and Fixed Obligation Grant format. The descriptions in the sections below permit program management to evaluate which format, given its associated requirements and parameters, is appropriate and practical for each grant activity.

a. Standard Grants 

HIV Response will utilize the USAID format of standard grants for non-U.S. organizations unless conditions authorizing use of the Fixed Obligation Grant (FOG) format are met. 

b. Fixed Obligation Grants 

HIV Response may utilize the USAID format of fixed obligation grants for non-U.S. organizations, which incorporates the additional help document issued on 11/08/2010 for ADS Chapter 303, “Awarding Fixed Obligation Grants”. When the grant meets the following conditions, the HIV Response program will favor awarding fixed obligation grants : 

· Programmatic accomplishments or results can easily be identified and quantified into grant milestones or benchmarks. 

· Examples of activities in which HIV Response may award a FOG include:
Conferences
Studies
Surveys
Workshops
Papers
Technical Development Assistance when costs can be segregated by milestone.
· It is unlikely there will be changes to the program; 

· Adequate cost information (historical or unit pricing) is available to allow HIV Response to determine and negotiate the fixed price of the grant; 

· HIV Response will work with the grantee to ensure that their milestones payments are structured, and allocated to enable the recipient to move forward with the activity and help obtain assets needed for the next milestone. The milestones should provide an incentive for the recipient to complete activities through the end of the grant. The milestone budget will include an outline of program costs needed to complete activities within a particular milestone, as well as a breakout of activities that are being forward funded. The milestone budget will be structured to tie all funds to the overall program budget. 
· Payments are based upon completion of milestones, which are based on a verifiable product or goal of the recipient and submission of deliverables (i.e. a set of pre-planned, structured products or accomplishments promised under a grant agreement) outlined in the grant agreement.

· The initial milestone is critical for providing the recipient with financial liquidity and the ability to continue activities. It should reflect some realistic accomplishment that can be verified by the Grantor. 
If the recipient needs to procure equipment, HIV Response must ensure that any purchases comply with (1) USAID Source and Origin, or Nationality Rules; and (2) policies for restricted commodities. Procurement needs must be established during milestone development to ensure that waivers and approvals are in place in order to facilitate performance of the grant. 
c.  Required Provisions for a Fixed Obligation Grant
· HIV Response or USAID has the right to terminate the grant in whole or in part, or suspend payments, should the Recipient become insolvent during performance of the award; 
· At the end of the grant, the Recipient must certify in writing to HIV Response that it completed the activity. If the Recipient cannot certify this, HIV Response may require the Recipient to make appropriate refunds.

Since payments are based on the achievement of milestones, the structure of the payments is very important. HIV Response pays Recipients a set amount when they accomplish a milestone. It is therefore essential that the Grants Team have sufficient cost information to allow for negotiation of the payments and to make sure that the amount requested will be an accurate estimate of the actual cost of the effort.  Grant closeout is accomplished by HIV Response acceptance of the final milestone and approval of payment. 

VII. Grant Financial, Administrative and Reporting Guidelines
a. Recipient Orientation Workshop
Following the award of grants, HIV Response will organize a recipient orientation workshop to provide new recipients with training on the management of USAID-funded grants. In addition, the HIV Response Grants Team is available to answer any questions of an administrative or programmatic nature that may come up. HIV Response is committed to working with each Recipient to ensure the success of the project. 

b. Financial Management 
This document is meant to serve as a guide only and is not all encompassing.  Further explanation may be necessary in order for Recipients to completely comply with all award requirements.  Requirements and procedures also may change over the course of time and HIV Response will do its best to keep recipients informed of any relevant changes.  Please contact HIV Response with any questions regarding contractual or programmatic requirements and procedures.

Recipients are required to read their award agreements and all attachments and provisions.  Any questions should be referred to the HIV Response staff responsible for the organization’s award.  As a general rule, if something is not clearly stated in the award agreement and/or the attachments, then it is not allowable and therefore needs prior approval from HIV Response.  

Recipients’ financial management systems must provide for accurate, current and complete disclosure of the financial results of HIV Response awards.  Records must clearly identify the source and application of funds.  The following guidelines should also be respected.  

c. Approved Budgets
The Grant Agreement includes an Approved Budget.  HIV Response is not liable for any costs exceeding the obligated amount, nor for any costs not included in the Approved Budget.  

d. Budget Revisions

Any change in expenditures for any budget line that will increase or reduce a cost category by more than 10% requires prior written approval from the HIV Response (i.e. the contractual contact noted in the Grant Agreement).  HIV Response should be notified of any changes under 10%. Budget revisions are not allowable for salary budget lines. Note: If HIV Response determines that a Recipient’s procurement policies are insufficient to responsibly manage HIV Response grant funds, the Recipient will be obliged to obtain three written quotations prior to purchasing any item with a value of over $500 (or equivalent amount in  Kwacha). The three written quotations must be obtained and together with the biding form submitted to the HIV Response(i.e. the contractual contact noted in the Grant Agreement) for concurrence.  If the lowest bid is not selected, written justification must be provided.  

No increases in the total budget amount will be authorized.

Note: To request a budget revision, the Recipient must submit a revised budget and justification in writing to the HIV Response (i.e. the contractual contact noted in the Grant Agreement) as far in advance as possible, but at least two weeks prior to the date the Recipient intends to incur expenses outside the approved budget.    

e. Financial Reviews and Audits 

Both HIV Response and USAID reserve the right to conduct financial reviews and require audits to ensure adequate accountability of grant funds.  The recipient must make its records available upon request for review by HIV Response, USAID, or their representatives.  In addition, HIV Response will periodically conduct unannounced financial spot checks. 

f. Banking

HIV Response recipients must maintain a separate local bank account if receiving advance payments of HIV Response grant funds.  Recipients must submit verification to HIV Response of the separate bank account prior to receiving the first advance payment of funds.  No other funds should be deposited or withdrawn from this account.

g. Interest

Interest accrued on grant funds in excess of $250 annually must be remitted to HIV Response to reimburse the US Government.  HIV Response will be responsible for oversight for their grantees interest and will submit the refunds to return to USAID. 
h. Advances (applies only to Standard Grants) 

Advances of HIV Response funds are limited to the amounts needed to meet current project needs (e.g. for periods of two months).  Recipients will submit a Request for Advance form, which is a part of the monthly financial report, within 10 days after the end of the reporting month. Recipients will receive two 30 day advances for the first two months of the project.  In order to receive a third advance payment, the first advance must be cleared.  
For example if a Recipient’s grant begins in January, two advance requests will be submitted for the months of January and February at the beginning of the project.  The January advance must be cleared before an advance will be provided for March. 
	Month
	Advance Requested
	Advance Issued 

	January
	Beginning of project
	Upon submission of advance request

	February 
	Beginning of project
	Upon submission of advance request

	March 
	February 10 - within 10 days after end of reporting month (January)
	Upon clearing Jan advance and submission of advance request


i. Allowable Costs

All costs charged to the award must be: 

· Reasonable in that they are generally recognized as ordinary and necessary;

· Allocable in that they must be incurred specifically for the award;

· Allowable in that they conform to limitations in the award and;

· Accountable in that they are based on legal transactions and supported with appropriate documentation.  

Note: In some cases, only a certain portion of a Recipient’s expense relates to the HIV Response Grant Agreement.  In such cases, the organization must ensure that the basis for charging a certain percentage of the costs to the Grant Agreement is “reasonable and supportable”, and directly related to project activities.  For example, if rent charged to the Grant Agreement represents 50% of the total rent cost, the organization should be able to demonstrate that 50% of the space rented by the organization relates to Grant Agreement activities.  An appropriate method for determining the percentage to be allocated to the project is the percentage of staff time spent on the project or the space occupied by the project.  The method used should be discussed and agreed to with HIV Response and should be reviewed regularly to ensure that it remains relevant and accurate.  

j. Accounting Standards

The Recipient must maintain financial records, supporting documents and all other relevant documents in accordance with Zambia Law and Generally Accepted Accounting Principles to substantiate all costs charged to the award.  Accounting records, supported by documentation, will at a minimum include the following:

· All costs incurred with HIV Response funds in detail
· Approval of the duly authorized person within an organization
· Receipts for all goods and services
· Costs of the program covered by other sources
k. Internal Controls

Safeguarding assets. The Recipient must be able to safeguard assets related to the HIV Response Grant Agreement.  Assets include equipment purchased with grant funds, accounting records, and supporting documentation (e.g. invoices and receipts).  

If the Recipient keeps petty cash in the office, it should be stored in a locked safe or other secure place.  Access to cash should be restricted to a limited number of people.  The person who maintains cash should not be the person who also maintains the accounting records or reconciles bank statements.

Maintaining accounting records. Recipients need to pay close attention to accounting records and supporting documentation since these records must be kept for a period of at least three (3) years following the recipient’s final payment. In the event that audit findings, litigation, or other claims have not been resolved by the end of the five year period, the organization must continue to maintain accounting and equipment records for the specified periods, arrangements should be made to transfer these records to another location where they can be safeguarded.  

Segregation of duties. It is important to separate the functions of maintaining cash, recording transactions, authorizing payments, and reconciling cash records.  Separation of duties ideally requires a minimum of two persons as follows:
· A person who manages cash, bank transfers/checks or other assets and handles the disbursements of funds (financial manager).

· A person who records the financial transactions (the accountant or bookkeeper).

Supporting documentation. Recipients must maintain adequate supporting documentation for grant revenues and expenditures.  The purpose of supporting documentation is to verify that the payment occurred, that the payment was for an approved grant expenditure, and that the expenditure was made within the grant period.

Recipients should follow their organization’s procurement policies and maintain supporting documentation for each expenditure as applicable. Supporting documentation typically consists of the following items:

· Authorized requisition (request) form; (if applicable, see the section 7.e-Procurement)

· Bid analysis; 

· An original invoice, receipt, or contract;

· An entry in the accounting records indicating the date, amount and purpose of the expenditure;

· Confirmation of payment;

· Documentation of receipt of goods; and

· A bank account statement and transfer order or petty cash record and signed receipt.

Note: If HIV Response determines that a Recipient’s procurement policies are insufficient to responsibly manage HIV Response grant funds, the Recipient will be obliged to obtain three written quotations prior to purchasing any item with a value of over $500 (or equivalent amount in  Kwacha). The three written quotations must be obtained and together with the biding form submitted to the HIV Response(i.e. the contractual contact noted in the Grant Agreement) for concurrence.  If the lowest bid is not selected, written justification must be provided.  

All supporting documentation should have a clear reference number, which will identify its location.  The reference number for any transaction connected with the Grant Agreement should be quoted in the accounting records and Financial Reports.

The following is a list of the type of supporting documentation, which would be acceptable for each type of expenditure:

Salaries and Wages. Salaries to be charged to the Grant Agreement must be based on timesheets (see attachments) and documented payrolls approved by a responsible official of the organization.  Timesheets must be maintained for each employee whose salary is charged to the Grant Agreement.

Hours charged to HIV Response Grant Agreements on timesheets should reconcile to salary amounts claimed on financial reports.  The amount reported on the Grant Agreement financial report should equal the applicable portion of the employee’s salary.  

An hourly rate can be calculated for salaried employees by dividing the annual salary by the total number of business hours in the year.

Retroactive salary increases are not allowed.  Salary increases not described in the Approved Budget are not allowed without prior written approval from HIV Response.

Salaries must be supported by an employment contract.  Salaries should also be based on documented payrolls approved by an authorized official of the organization.  

Timesheets. Timesheets must be kept for all employees whose salaries are covered by HIV Response funds.   Timesheets must account both for hours worked on the grant project and total hours worked each day.  For example, if an employee worked eight hours, of which two hours were for the HIV Response-funded project, the employee would enter two hours to the HIV Response project and 6 hours to the project(s) funded by other sources.

All timesheets must be signed and dated by the employee and authorized supervisor, and prepared to coincide with each pay period.  Total hours shown on timesheets should reconcile to payroll records.

Payroll. Recipients must maintain detailed records of amounts paid to each employee for each pay period.  For employees paid by the hour, payrolls should include the number of hours worked for the pay period.  Records should also be maintained for approved salary rates whether the salary is paid hourly, monthly, or annually.  An employee’s pay should correspond to the payroll records. 

Communication and Postage. Supporting documentation for communication and postage expenses would be an invoice and/or receipt.

Goods. All documentation relating to purchasing procedures and inventory must be maintained. Supporting documentation for purchase of food and drinks would be a receipt along with a clear indication or why these were purchased.  If purchased for a meeting, training, etc, a participant list signed by each individual and an agenda must be attached to the receipt.  

Contractual Services. Items such as temporary personnel services, translation services, rented or leased equipment, audit and legal fees, and accounting services (if performed by an outside contractor) are examples of contractual services.  

Support for payments to consultants should include a written agreement (with a scope of work and the rate of payment), completed 1420 form, and an invoice or receipt indicating that contracted services were performed.  

Support for contractual services would typically consist of a written contract and an invoice or receipt which would indicate which services have been performed and the basis for payment (rate per hour, day, page, etc.).  

Note:  No member of the organization’s official bodies (e.g. board or management committee), nor its employees may be paid for contractual services.  All payments for services performed by members of the organization’s official bodies and employees should be made under the budget category “Salaries”.

Travel Expenses. All travel to be charged to the HIV Response Grant Agreement must have been incorporated into the approved project and budget.  Recipients should establish written policies regarding travel including Travel Request Forms, Advance payments, and any other relevant documentation.

Travel Authorization and Reimbursement Documentation. Award Recipients should maintain documentation of travel authorization and reimbursement, typically using standard organizational forms completed by the traveler and authorized by the supervisor.

Transportation. Transportation and incidental travel expenses must be supported by the original ticket stub or receipt.  Staff using their own private vehicles for project travel are required to maintain a vehicle log for recording date, time, kilometers traveled, destination and purpose of trip.  Travel costs charged to a HIV Response Grant shall not be reimbursed in excess of the published US Government mileage rate (available at:  http://www.irs.gov/newsroom/article/0,,id=216048,00.html). 
Lodging. Lodging must be supported by a hotel receipt. Individual Recipients should have their own written organizational policy on lodging expenditures.  Regardless of the Recipient’s policy lodging costs shall not be reimbursed in excess of the published US State Department lodging rate for the location (available at: http://aoprals.state.gov/web920/per_diem.asp)
Per diems. Individual Recipients should have their own written organizational policy on per diems.  This policy may require travelers to submit receipts and provide reimbursement on an actual cost basis.  Organizations may also choose to provide a flat rate per diem in lieu of actual expenses, thereby not requiring receipts for M&IE while traveling.  In any event, the Recipient should maintain travel authorization and per diems forms and records. Any organization budgeting for per diems must provide a written policy and have it approved by HIV Response. Regardless of the Recipient’s per diem policy, per diem shall not be reimbursed in excess of the published US State Department M&IE rate for the location (available at: http://aoprals.state.gov/web920/per_diem.asp).
Currency Exchange and Reporting. All disbursements under HIV Response grants are made in Zambia Kwacha.  The Recipient should submit all advance requests and financial reports in Kwacha.  

l. Property and Equipment
Inventory. If grant funds have been used to purchase property and equipment, a detailed inventory must be maintained in accordance with the Recipient’s policy (this currently relates to all items with a capitalization value of $2,500 (or equivalent amount in  Kwacha). The inventory should list the date that the item was purchased, the purchase price, description, serial and model number, and where the equipment is currently located.  At least once a year, the inventory list should be matched against the actual equipment and submitted to HIV Response in accordance with the grant agreement reporting requirements.  Any discrepancies should be resolved. Please see Appendix 15. 
Procurement and Purchasing. Each Recipient should have its own written policy regarding procurement of goods and services.  These policies must conform to all requirements that are listed in the Standard Provisions section of contracts and agreements.  Recipients should also be aware of the following:  

Bidding Process. Prior to purchasing goods or services the Recipient should obtain bids in accordance with its procurement policies and procedures.  
Note: If HIV Response determines that a Recipient’s procurement policies are insufficient to responsibly manage HIV Response grant funds, the Recipient will be obliged to obtain three written quotations prior to purchasing any item with a value of over $500 (or equivalent amount in  Kwacha). The three written quotations must be obtained and together with the biding form submitted to the HIV Response (i.e. the contractual contact noted in the Grant Agreement) for concurrence.  If the lowest bid is not selected, written justification must be provided.  
Sole Sourcing. Sole sourcing of procurements should only take place with justification that is carefully documented.  The only allowable justifications for sole sourcing are as follows: 

· Only one offerer is available;

· Urgency - based on HIV Response requirements not on poor planning; 

· Follow-on activity – should be justified using a cost savings/learning curve justification;

· HIV Response directed - this only applies to the HIV Response Chief of Party (under the direction of the USAID Contracts Officer). 
Source and Origin. “Source” refers to the location from where an item was purchased.  “Origin” refers to where an item was produced. Recipients are authorized to purchase goods and services from any country, except the US foreign policy restricted countries listed below: 

· Iran

· Laos

· Libya

· North Korea

· Syria

Restricted Items. Recipients must gain prior approval from the HIV Response Chief of Party before procuring certain restricted items including the following:

· Agricultural commodities – which includes food
· Motor vehicles – includes Motorbikes
· Pharmaceuticals

· Pesticides

· Used equipment

· US Government Excess property
Ownership of Equipment with a Purchase Price Over $5,000 (or equivalent amount in  Kwacha). Within 30 days of the end of the Grant Agreement, the Recipient must provide HIV Response with a list of each item purchased with grant funds with a fair market value over $5,000 .  If the Recipient wishes to obtain ownership of these items, they must provide a detailed proposal describing what they intend to do with the items.  

Title to any item of equipment purchased for over $5,000 (or equivalent amount in Kwacha) with HIV Response funds remains with Cooperating Country unless approval has been granted to transfer title to Recipient.  If the Final Report is not produced, or is not acceptable, HIV Response has the right and obligation to take possession of the equipment on behalf of USAID.  Along with the Final Report, the Recipient should provide a list including each item that has a current value of $5,000) or more with a detailed proposal of what they intend to do with the property.  

m. Publications and Communications

Communication Product Branding Requirements. All publications, videos or other communication products produced with HIV Response grant funds must make proper reference to the funding source and include both USAID and HIV Response logos.  Communication products should also state that the views expressed do not necessarily reflect those of USAID as follows:

“This (specify: study/report/audio/visual/other information/media product) is made possible by the support of the American people through the United States Agency for International Development (USAID). The contents are the responsibility of [insert recipient name] and do not necessarily reflect the views of USAID or the United States Government.
The following language will be included in the Grant Agreement governing relations between HIV Response and each grant recipient: 

“As a condition of receipt of this subaward, marking with the USAID identity of a size and prominence equivalent to the recipient’s, subrecipient’s, other donor’s or third party’s is required.  In the event the recipient chooses not to require marking with its own identity or logo by the subrecipient, USAID may, at its discretion, require marking by the subrecipient with the USAID identity.”

Branding Requirement Exceptions: In some cases when branding requirements would compromise the intrinsic independence or neutrality of the content or materials, Recipients may submit a request to waive the branding requirements.  Requests must be submitted to the HIV Response (i.e. the contractual contact noted in the Grant Agreement) in writing and will be considered on a case by case basis.  

Considering the characteristics/nature of the HIV Response program’s activities, the program hereby requests authorization not to brand, nor to require sub-grantees to brand the following deliverables and communication products:
	Deliverable
	Presumptive Exception
	Rationale

	All materials and activities including interpersonal communications, participatory interpersonal BCC materials and print materials, internet-based communications, print and electronic service directories that counsel target audiences on sexual behaviors or conduct.
	Requested under Presumptive Exception (vi). “USAID marking requirements may not apply if they would offend local cultural or social norms (22 C.F.R. 226.91 (h) (6)).”

Presumptive Exceptions (ii) “recommendations whose data or findings must be seen as independent” and (iii) “undercut host-country government ownership” would also apply.
	Due to the highly culturally sensitive nature of communications related to sexual behaviors and conduct, HIV Response believes that USAID will be best served by omitting the USAID identity on materials of this nature and that having a foreign country identity on the messages could undercut credibility and host-country ownership. 


Copyright. The Recipient may copyright any book, publication or other material developed under this Grant Agreement provided that the Recipient prominently acknowledges HIV Response and USAID and with the understanding that HIV Response and USAID have royalty-free, non-exclusive and irrevocable rights to reproduce, publish, or otherwise use, and to authorize others to use the work.

Copies. The Recipient should provide HIV Response with hard copies of all publications, videos, or other informational products developed with HIV Response funds.  

Access to Information

All approved grants are considered to be in the public domain.  Any information resulting from HIV Response-funded projects should be available to the public.

n. Limitations

Funding provided by HIV Response may not be used for:
· Promotion of political parties, religious or commercial interest

· Distributions to persons in need

· Any activity not declared in the program proposal and approved in the Grant Agreement

o. Budget and Program Revisions

The Recipient must report to the HIV Response (i.e. the contractual contact noted in the Grant Agreement) any deviations from the approved budget and program plans, and request prior approval, for any of the following reasons: 

· Change in the scope of the objectives of the project;

· Change in the key project staff, or a reduction greater than 25% in their time devoted to the project;

· Transfer of funds allocated for training allowances to other budget lines;

· Transfer of funds among cost categories which exceed 10% of the budget line (excluding budget lines for salaries);

· If the Recipient intends to contract any of the work in the award and this contracting was not included in the approved award budget;

p. Programmatic and Financial Reporting

Financial Reports are to be submitted monthly and quarterly, within 10 days after the end of the reporting period. The Programmatic Reports are to be submitted both, on a monthly and on a quarterly basis, within 5 days after the end of the reporting period (for the monthly) and within 10 days after the end of the reporting period (for the quarterly) unless otherwise stated in the grant agreement. Reports should follow the attached reporting guidelines. 

The Recipient will provide the following reports to HIV Response as specified below.  HIV Response will provide all necessary reporting forms, as appropriate, that the Recipient will follow in preparing each.

Monthly Progress Reports. Monthly reports shall contain:
· Activities implemented per approved Work Plan;

· Challenges faced and how they were met;

· Lessons learned;

· Calendar of planned activities for the following month.

The monthly report must be submitted within 5 days of the month following the period for which the Recipient is reporting.

Quarterly Progress Reports. Quarterly reports will include:
· Description of the specific activities and how they have contributed toward progress against defined objectives and results per the approved Work Plan and Monitoring and Evaluation Plan and the benchmarks and targets set forth therein; 

· Challenges faced and how they were met;

· Success stories. 

The quarterly report must be submitted within 10 days of the month following the quarter for which the Recipient is reporting.

Final project report.  Thirty (30) days prior to the end of this agreement the Recipient shall submit a draft final report for review, following the formats and instructions that will be provided by HIV Response. The Recipient will incorporate HIV Response comments and submit a final version no later than ten (10) days from the end date of the grant agreement.
Project Monitoring and Evaluation Plan.  The Recipient will be required to finalize a Monitoring and Evaluation (M&E) Plan within 30 days of the launch of the project activities in order to plan and manage the collection of project performance data. HIV Response will provide guidance and assistance to the Recipient to ensure that the Plan is consistent with the overall Program Performance Monitoring and Evaluation Plan (PMEP) and contains the following:

· measurable performance indicators;

· a detailed definition of each performance indicator;

· the unit of measurement;

· the sources of data collection;

· data collection methods;

· frequency and schedule of data collection;

· the project team member responsible for ensuring data is available on time;

· baseline, benchmarks and targets.

HIV Response will conduct at least quarterly meetings and periodic site visits to Recipient offices and project sites and participate in Recipient events, etc. to assess performance. The Recipient will participate fully in these activities and make available all information required to make this assessment.  HIV Response may suggest changes in implementation methodology and/or approach based on the assessment in order to assist the Recipient in better achieving results and objectives. 

The Recipient will participate in periodic meetings with HIV Response and other Recipients, as requested. 

VIII. Capacity Building
HIV Response is committed to providing the necessary support to ensure the success of Recipients in implementing their programs and complying with the grant regulations and reporting requirements. Following the award of grants, HIV Response will organize a Recipient orientation workshop to provide new Recipients with training on the management of USAID-funded grants. 

This meeting is intended to ensure that the Recipient has complete understanding of the grant terms and conditions. HIV Response program staff will discuss in detail with the Recipient all the various reports and obligations that are required of them during project implementation, including facilitating HIV Response’s right to inspect the work in progress, the Recipient’s management systems, and audit following completion of the grant activity. The HIV Response Grants Team will also confirm the scope of the activity, implementation plan and timetable (milestones and schedule of disbursement) with the Recipient.

Recipients will also be invited to benefit from capacity building and other types of activities being organized by the HIV Response.

In addition, the HIV Response Grants Team will be available during regular business hours and at other times by appointment to answer any questions of an administrative or programmatic nature that may arise. 

IX. Grant Agreement Modification 

Modification of a Grant Agreement requires the mutual written endorsement of the Recipient and HIV Response in the form of a Grant Modification.  Modification are required in the following circumstances:
· To change the overall funding level for the agreement (add or reduce funding)

· To change the period of performance
· Significant change to the scope of work/project activities

· Shift in budget cost categories by more than 10%

X. Grant Activity Completion and Termination
a. Grant Activity Completion

The Grant Close-out Form officially terminates HIV Response’s involvement in the grant activity and closes the grant activity file.  The Grant Close-out Form is prepared only after the Recipient has submitted its final program report and any other required deliverables and reconciled all financial disbursements.  

b. Termination or Suspension of Grants 

HIV Response reserves the right to unilaterally or with mutual agreement terminate a grant under the following circumstances:   

· Termination for Material Failure—HIV Response may terminate the grant at any time, in whole or part, upon written notice to the Recipient, whenever it is determined that the Recipient has materially failed to comply with the terms and conditions of the award. Termination should only be invoked when all other corrective measures have failed. 

· With Consent of Recipient—HIV Response may terminate the grant, in whole or in part, with consent of the Recipient. Both parties shall agree upon termination conditions, including effective date and, in case of partial terminations, the portion of the award to be terminated. The agreement to terminate will be in written form.

· Upon Request of the Recipient—the Recipient may terminate the award in whole or in part upon sending a written notice to HIV Response. The notice must specify the reason for termination, the effective date, and, in case of partial termination, the portion to be terminated. If in the opinion of HIV Response a partial termination will mean that the purpose of the grant will not be achieved, HIV Response may terminate the award.
· Upon direction by USAID—USAID retains the right to unilaterally suspend or terminate a grant, in whole or in part.  The USAID Agreement Officer’s Technical Representative must submit such requests in writing to the HIV Response Chief of Party.

· USAID and/or HIV Response has the right to terminate the grant in whole or in part, or suspend payments, should the Recipient become insolvent during performance of the award.
c. Grant Files and Project Closeout

The grant files to be retained by HIV Response will contain the essential documents to demonstrate that the grant was successfully completed and that funds were spent prudently with costs justified.

The Master File will include:

Grant Documents:
· Application from Recipient
· Signed grant approval from USAID Agreement Officer’s Technical Representative

· Signed Grant Agreement

· Signed Addenda to agreement, where applicable

· Any extensions or additional approvals from USAID

· Grant Budget and any budget amendments

· Grant correspondence

· Recipient Certifications

· Recipient Management Questionnaire

· Memorandum of Negotiation

· Recipient approval to receive foreign funds
Financial Reporting Documents:
· Financial reports from Recipient including required supporting documentation

· Payment requests and other financial documents

Reporting and Evaluation Documents:
· Quarterly and final reports from Recipient, as required by grant agreement

· Reports on payment of foreign taxes

· Inventory schedule [if equipment with a purchase value of $5,000 or more (or equivalent amount in  Kwacha) was purchased with grant funds]
· Monitoring reports

· Impact assessments (if applicable)

XI. Prior Approval Requirements

Prior approvals are the authorizations given by HIV Response and/or its funder to regulate certain key financial and programmatic decisions by the grantee. Financially, the purpose of prior approval requirements is to exert a certain level of control over the purchase of items that are expensive, regulated, or otherwise considered restricted by HIV Response or its client. Programmatic approvals, such as requiring the grantee to obtain approval for key personnel, workplans and lower tiered subcontractors enables HIV Response to be involved in the grantees’ program to help ensure adequate progress towards their objectives is achieved 

Prior approval is considered given for any applicable items or costs that are already included in HIV Response’s approved program description and detailed in the award budget and included in the approved grantee agreement and budget.  This section will focus on those activities/costs that USAID’s contracting authority must approve as well as those activities/costs that HIV Response reserves the right to approve. 

Prior approvals must be obtained before the activity begins. The grant agreement will stipulate who has authority to issue approvals on behalf of HIV Response. It is important to make sure that we have obtained the necessary approval from USAID before we issue the approval to the grantee. Letting the grantee proceed without obtaining the required prior approvals creates a liability for HIV Response. 

The table below outlines USAID approval requirements. As the majority of Non-US recipient will be paid in the field, the majority of the grant administration will also take place in the field. US based recipients are paid from HQ, and administered from HQ.  

USAID Contracting Officer Approval is Required for:

	Item
	Comments

	Subgrants, Subcontracts
	· Speak to your contracts administrator if the grantee intends to issue third tier grants or subcontracts

	International Travel
	· Unless the international travel was included in HIV Response’s award budget, we will need to seek approval.

	Equipment >$2,500 – 


	· Keep in Mind Source and Origin Requirements. Note the threshold for purchasing equipment (>$2,500) is different than the threshold for disposition of equipment ($5,000).

	Restricted Items:

· Agricultural Commodities 

· Motor Vehicles-

· Pharmaceuticals

· Used Equipment

· US Government Owned excess property

· Fertilizer
	· Keep in Mind Source and Origin Requirements
· Speak to your contracts administrator as soon as you know that the grantee intends on purchasing any of these types of items In order to coordinate what information is required for submission to USAID.
· For Motor Vehicles – prior approval is required to lease a vehicle on a long term basis (more than 180 days) as well as to purchase a vehicle. Please note that if the program will be leasing vehicles on frequent, yet short term basis, that if the total adds up to 180 days, prior approval is required.


	Need for additional Funding
	· May or may not be required by USAID. Check with your Contracts Administrator

	Environmental Impact Survey
	·  USAID funded activities which may have an impact on the environment, e.g. construction, sanitation, etc. are required to undergo an environmental impact survey in accordance with ADS 216.


HIV Response reserves the right to approve the following items/categories of costs/activities. Generally speaking, these approvals follow the requirements stated in 22cfr226 as well as cost principles defined in A-122. Discuss applicability with your contracts administrator.

	Item
	Comments

	Key Personnel
	· Only applicable to the cost reimbursable grant type;

· Would only require USAID approval if Key Personnel is considered key to HIV RESPONSE’s award from USAID.

	Change in Scope 
	· HIV Response may ask the grantee to notify us and ask for a revised program description if something changes in the grantees’ program/or approach that affects the outcome of the grant or its objectives. This may or may not cause a budget revision. 

	Budget Flexibility – approval to transfer funds between direct cost categories in excess of 10% of line item.
	· For a US based organization that undergoes an annual A-133 audit, consider granting approval to transfer funds between direct cost categories in excess of 10% of total budget.

	Need for additional Funding
	· Prior to releasing additional obligated funds to grantees, they need to show evidence of what they have spent and their projections for the next period.
· If the grantee finds, that they need additional funding, increasing the overall grant amount – depending on whether or not USAID approval is needed; the grantee will need to provide justification and support for the additional amount of funding.

	Transfer of amounts budgeted for indirect costs to absorb increases in direct costs, or vice versa
	· Only applies to those organizations that have an established, approved indirect rate structure and an approved  NICRA.

	Transfer of funds budgeted for training allowances to other direct cost categories
	· If the grantee budgeted training allowances (ie participant costs) and then decides that it would like to use the funding for other direct cost categories – we may want to reserve the right to review their rationale, especially if we are relying on their efforts in completing our scope of work.


If the grant program will be funding construction or renovation activities, talk to your contracts administrator to find out what prior approvals are required.

In addition to those cost categories that require prior approval, there are certain categories of costs and activities that are ineligible for US Government funding and these items, or activities cannot be funded by the grant. (ADS 312) The table below highlights the major categories:

	Item
	Comments

	Military Equipment
	· There are no exceptions if the purpose of the items/activity is to meet the military requirements of the country. Commodities, that may otherwise be considered to be military equipment, or supplies, may be given an exception if they will be used solely in USAID-approved special activities. We would seek USAID approval for this exception.

	Surveillance Equipment
	· This includes: microphones, transmitters, listening devices, and similar items.  It is the purpose of the equipment that determines its eligibility rather than the commodity itself. 

	Commodities and Services for Support of Police and Other Law Enforcement Activities
	· Includes furnishing of commodities and services for the training, support, administration, or operation of any police or other law enforcement forces, or any program of internal intelligence or surveillance. 

	Abortion Equipment and Services
	Grant funds not to be used for:

· purchasing, or distributing commodities or equipment for the purpose of inducing abortions as a method of family planning;

· financing the performance of abortions as a method of family planning;

· biomedical research which relates to methods or performance of abortions; or involuntary sterilization as a method of family planning.

· Lobbying for abortions

When granting to an organization that is known to perform abortions, even if the grant is not to be used for any of the purposes described above, check with your contracts administrator as we will want to ensure USAID is aware of the situation. 

	Luxury goods and Gambling Equipment
	· Include items such as alcoholic beverages and equipment for their production, equipment/supplies  for gambling; certain recreational supplies, jewelry, stamps, coins, furs and more expensive textiles. 

· Note: In vehicles: Leather seats, as well as upgraded stereo systems are considered luxury goods; Do not include these items in specifications for project funded vehicles.

	Weather Modification Equipment
	· If in doubt whether or not the items being proposed are weather modification equipment, check with your contracts administrator

	Ineligible Suppliers
	· Before procuring any services or goods, by companies, or individuals, must check the “List of Parties Excluded from Federal Procurement or Non-Procurement Programs” 

	Support to political parties
	· USAID restricts support to foreign political parties.  The term support includes financial and technical assistance and is restricted to all political parties, and must exclude “non” democratic parties.  Should HIV Response programs contemplate such activities, please contact your contracts administrator.

	Surgical Procedures
	· Any programs which involve any surgical procedures either directly funded or through the activities of a grantee must first receive the direct approval of HIV response’s COO.  


XII. Appendices
Note: This is a sample to be adapted for your use. This sample is made possible by the generous support of the American people through the United States Agency for International Development (USAID). Its contents are the responsibility of FHI 360 and do not necessarily reflect the views of USAID or the U.S. Government
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EOI Phase

Call for EOIs Issued

10-15 days

EOIs due

2 weeks

Applications Evaluated/ Competitive Range Established

2 weeks

Request further information from applicants and conduct site visits (if necessary)

GEC members recommend Applicants to move to Phase II

Applicants are informed if they have been selected to move on to next phase

RFA Phase

RFA Issued 

5 days  after RFA

Convene workshop for organizations to guide development of workplans and budgets

30 days  after RFA

Final applications due from organizations

3 weeks

Grants Team and GEC members review and score applications and select Finalists

HIV Response Grants Team complete Neg Memo  and approve final grant package

1 week

Site evaluations completed (as necessary)

3-4 weeks

Final review and processing of grant awards. 

3-4 weeks

Announce awards/non-awards



HIV Response submits approval request to USAID COTR

Submission of final documentation from Finalist Applicants 
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