NASTAD Botswana Prevention Works

Implementing Partner Funding Procedures
 (Draft - 9 January 2009)

1) Preparation of funding agreements between NASTAD and IPs

a) For each Implementing Partner (IP) to be funded, the NASTAD Botswana Prevention Manager will draft a NASTAD Global Program Botswana Prevention Works Funding Agreement detailing the activities to be performed by the IP and the support to be provided by NASTAD.

b) Each Funding Agreement will be reviewed and approved by the NASTAD Botswana Country Director prior to submission to NASTAD HQ for approval.
2) Approval of Funding Agreements by NASTAD HQ

a) Each completed Funding Agreement will be submitted to the NASTAD Global Program Director along with any supporting information necessary to clarify the request.

b) The Global Program Director will review the Agreement and, upon approval, forward it to the NASTAD Director of Operations for signature.

c) An electronic copy of the Agreement with digital signature will be emailed to both the Country Director and Prevention Manager.
3) Execution of funding agreement with IP

a) Two copies of the NASTAD-signed Funding Agreement will be sent to IP for signature.  The IP will be instructed to return one hard copy of the contract with an original signature to NASTAD by delivery or post.
b) A cover letter will accompany the contract informing the IP that: 

i) Before they can begin receiving funds, they must provide NASTAD with identifying information of a bank account belonging to the IP into which funds can be transferred. BPW staff are available to provide guidance to IPs that need help in establishing an account.

ii) Before an IP can purchase equipment specified in Funding Agreement, it must obtain and submit to NASTAD a quotation from a bona fide vendor. The quotation must be for an item that appears on the Funding Agreement equipment list, and the purchase price for that item must be at or below the estimated price specified in the Funding Agreement.  NASTAD will advance funds to the IP with for the actual cost of equipment as opposed to the maximum approvable cost listed in the Funding Agreement.

c) The IP will be asked to identify the primary contact persons, along with phone and email address, for contract administration, finance, and prevention services.

d) The Funding Agreement with original signature will be sent NASTAD HQ. A copy without original signature will be maintained in Botswana NASTAD Office.

4) Provision of initial operating funds to IP

a) Upon receipt of a signed Funding Agreement and bank account information, the Country Director will provide a written memorandum to the NASTAD Botswana Finance Manager authorizing a direct deposit into the bank account of the IP of two months of operating expenses (the total budgeted amount of the Agreement excluding equipment divided by total months covered by the agreement multiplied by two).
b) When the deposit has been made, the Finance Manager will provide written verification to the Country Director and Prevention Manager.  The Prevention Manager will then inform the designated contact at the IP that the transfer has been completed.
5) Provision of equipment funds to IP

a) An IP may submit a request to NASTAD for funds to purchase approved equipment at any time during the term of the contract.  Prior to purchasing the equipment, the IP must submit to NASTAD a completed BPW Equipment Funding Request Form along with a quotation from the vendor from which the IP intends to purchase the item.

b) Upon receipt of an equipment quotation that meets the Funding Agreement specification, the Prevention Manager will submit the request to the Country Director for approval. 

c) The Country Director will give approved requests to the Finance Manager who will directly deposit the approved amount into the bank account of the IP.
d) When the deposit has been made, the Finance Manager will provide written verification to the Country Director and Prevention Manager.  The Prevention Manager will then inform the designated contact at the IP that the transfer has been completed.

e) Once the purchase is made, the IP must within ten working days provide NASTAD with a copy of the receipt along with the serial number or other identifying information.

f) The Finance Manager will keep an inventory of all equipment obtained by the IPs utilizing BPW funds.

6) Monthly reporting requirements
a) After the end of every calendar month, each IP must prepare and submit the following reports:
i) A clearly dated financial report utilizing the BPW Budget Reconciliation and Funds Request form. This report is be delivered by the IP to the Prevention Manager no later than the 10th day of the month following each month of service.  This report will include:
(1)  An itemized listing of all expenditures made during the previous month. Payment of salaries and allowances to individuals will be documented on the BPW Salary and Allowance Log and must include the signature of each person to whom payment was made.  All other expenses must be documented with dated receipts.
(2) A projection of anticipated operating expenses for the next two months. (Note: At the next to final month of a Funding Agreement that will not be renewed, only a one-month projection will be required.)
b) A Monthly Activity Report detailing the prevention activities carried out and progress towards meeting the output requirements specified in the Funding Agreement.

7) Provision of ongoing operating funds to IP

a) The Prevention Manager and the Finance Manager will review each IP’s Budget Reconciliation and Funds Request for accuracy and appropriateness. Any concerns or anomalies will be discussed with the Country Director.  Both the Prevention Manager and the Finance Manager will sign off on acceptable reports.
b) Upon acceptance of the report, NASTAD will deposit additional funding to the IP’s account to bring the balance up to the amount needed to cover the anticipated operating costs for the next two months.

i) The Finance Manager will calculate the amount to be deposited. The payment will be the amount of the IP’s operating expenses for the next two months minus the balance of funds advanced to the IP (total funds advanced less total expenditures).

ii) The NASTAD Finance Manager will send a memorandum to the Country Director and Prevention Program Manager recommending the amount of payment to the IP.

c) Once authorized by the Country Director, the Finance Manager make direct deposit into the IP’s account and provide written verification to the Country Director and Prevention Manager.  The Prevention Manager will then inform the designated contact at the IP that the transfer has been completed.

d) The Finance Manager will monitor each IP’s expenditures relative to the total amount of the budget specified in the IP’s Funding Agreement.  If there are concerns regarding an IP’s spending that may result in a shortfall before the term of the contract, the Finance Manager will bring this to the attention of the Prevention Manager.  If the situation cannot be readily resolved, it must be brought to the attention of the Country Director.

