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COMCECCQVIDRESPONSERPROGRAM

A INTRODUCTION

As the novel coronaviruscontinuesto alter our livesin a significantmanner, countries all
aroundthe world struggleto alleviatethe negativeeffectsof the viruson awide variety
of fieldsrangingfrom humanhealthto tourism.

A COOPERATIONREAS

The CCRs mainlyabout alleviatingthe negativeimpactof the pandemicon membercountry
economieswith a particularfocuson agriculture,trade andtourismsectors

Under the Program,the CCOwill finance certain types of projects which would focus on

needs assessment sharing expertisg providing direct grants to final beneficiariesand
matchinginventorswith investors
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FUNDAMENTALDOCUMENT: THETCONTRACTBERNWEENTHE BANKRANDTTHENRROJECT (

A LEGABASIS

G ¢ [COMCEG (i NI (a®i# g € I dndRufesof Proceduresof / h a / 9whiéh were
adoptedby the 4th ExtraordinarySessiorof the IslamicSummitheld on 14-15 August2012in
Mecca,SaudiArabia

CooperationProtocol Betweenthe COMCECoordinationOffice and the Developmentand
InvestmentBankof Turkeywithin the Frameworkof Finanang and Monitoring is provided
underthe COMCECOVICRepsonsd’rogram(CCR)

A PURPOS&NdSCOPE

The purposeof the Contractis to define the rights, obligationsand responsibilitiesof the
Bankand ProjectOwnerin the efficientandtimely implementationprocessof the projects

The Project Owner will be awardedthe grant on the terms and conditions set out in the
Contract
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GENERALTSTRUCTURE & PROCESS FLOW

O U v
Project Submission
cco
) Program
Project Approval Management
Project Program
O Reporting Reporting o)
Financing Development and ram Budget
&
Investment Bar_tk of Turkey Final Project List
Project Monitoring &
Financing
o o C

The Bankand CCOQare not responsiblefor the implementation of project activities Responsibilityfor the
implementationof the projectactivitiesrestsonly with the PQ
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MONITORING. & RERORTING
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RIGHTS, OBLIGATIONS AND RESPONSIBILITHESBMNK

The CCOand the Bankmonitors the implementationof the Projectin line with the Contract
andthe Guidelines

The Bankperforms efficient monitoring via document reviews, monitoring visits and on the
spotchecksn cooperationwith the CCO

The Bankalso monitors project activitiesin terms of risksrelated to project implementation
andinformsthe CCQaccordinglyif any problemoccursduring projectimplementation

The Bankprovidesinformation to the CoordinationCommitteeabout technicaland financial
progressof the Project

TheBankis responsibldor transferof paymentsand monitoring of projectactivitiesduringthe
implementationperiod.




FINANCING THEPROJECT ATHE ACCOUNT INEORMATION

A The Project Owner and the Project personnel (coordinator, trainers, experts, researches) are responsiblefor
providingfull, correctaccountinformationfor project related payments

A If the Project Owner opened/provided a baakcountinformation by the time of signature of hContract, Project
Owner is obliged to inforrthe Bank abouthe bank accouninfo within 30 days after the signature date.

A In case the Project Owner institution is not authorized to open/have a bank account regarding the relevant country
legislation, an acceptable account number for the payments shall be informed to thenl#ank 30 days after the
signature date.

A TheBankcannotbe claimedfor the payments,if the relevantaccountnumber is not stated in the ServiceContract
or it isnot informed officially within the giventime periods

A TheBankcannotbe claimedfor any additional costwhich would arisedue to incorrectbank accountinformation
provided by the ProjectOwner, ProjectCoordinatoy Trainers Expertsand ResearchersAny additional cost would
be offset from the paymentin question

A TheProjectOwner, in any case,can not request additional financingthat is not stated in the budget section of
the projectfiche.
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FINANCING THEPROJECT ATHE ACCOUNT INEORMATION

COMCEC COVID RESPONSE / PAYMENT DETAILS

=

Project Number

N

Account Holder (Full Name)

w

Title ( Project Coordinator / Trainer / Project Ownef)

‘hDassport Number / Identity Number

IN

5|Beneficiary Residence Address

6/Bank Name and Brandh

7|Beneficiary Account Number

8"Beneficiary IBAN No]

|Bank SWIFT Codle

10|Beneficiary's Bank USD Correspondent Name

9

11F3eneficiary's Bank USD Correspondent SWIFT €dde

*You can learn all details from your Bank.

Responsible Authority:
Name and Surname:

fﬁi Title:
i m Signature:

COMCEC DEVELOPMENT

coorbiNATION ~ INVESTMENT
OFFICE BANK OF TURKEY




FINANCINGHHE PROJECT ATHE ACCOUNT INEORMATION

—)

Corresponden
Bank of PO
Bank

§

—)

If the account information of the
PO/coordinator/trainer/expert/researcher
IS wrong, the monegomesback to the
Bankwith deduction of correspondent

Deviﬁg ment Corresponden
Investment | === Bank of Our
Bank of Turkey Bank
bank fee
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FINANCING THE PROJECTO REPOSHNBJ Expertisdraining and Workshop

Name of the report

Responsibleor
preperation

Responsible]
for signing

Presented tqg

Frequency or when

Explanation

SHARING EXPERTI
TRAINING AND
WORKSHOP

TURA&07
NGAT@®22
SLET@42

\Within one week after the

[¢)
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V2 o 0

personnel (if

available)

Monthly Progress Report |Project Coordinatq PO (RA) CCO last day of each month Technical progress of project activities
The Project Coordinator and the Trainer(s) shall
. Project Coordinatg \Within one week after thejprepare his/her own Timesheets that shows weg
Timesheet . PO (RA) Bank : -
and Trainer last day of each month [tasksperformed by each project personnel in the
relevant month.
'V Shows details about expenditures made duri
respective period
Bisbursement _Request \Within two weeks after theV Include_s sepa_rat_e she_ets for different
R (AR T Project Coordinatg PO (RA) Bank [last day of the month CHPEMEIITES D (e i ine (et
Financial Progress Repor ) *) y V. USD/Local Currency exchange rate should b
(FR) stated in the relevant sheet
'V Necessary documents ( etc.) that verify the
expenditures will be attached to FPR
Priﬁjigtllggc?rgtliganm P BTS2, S th(Shows the works performed during each main
L -
(7RI with the Trainer (if PO Sy | EEeE SN i) activity as well as their evaluations.
available)
Project Coordinatg
in collaboration \Within two weeks after all Summarizes all technical information
Project Completion Repor with other project| PO (RA) CCO [project activities are

completed.

about the implementation of the project.

(*) if a main activity is undertaken in the respective month




FINANCING THE PROJECT) REPOSHNBJY Expertis&/isiting Exper}

Responsibldor

Responsible

Name of the report . S Presented to Frequency or when Explanation
preperation for signing
\V First section specifies the curren
Firstsectionbefore travel to host SILEE) ©F th? seleed
country sector/theme in PO country
Field Report PO (RA) PO (RA) cco V Second section of the flgld repor
. . states the current situation in ho
Second and thirdectionafter
travel country
V Third section will present
recommendations and conclusio
VISITING EXP
V DRF shows details about
AZEAR03 First DRF as an annex of first expenditures made during
GMBT233 section of the field report respective period
Disbursement The PO can requesD%ofthe [V Itincludes certain sections for
Request Form with Visiting Expert| PO (RA) Bank total budget after CCO approve information regarding different

Statement of
Expenditures (SOE

the first sectionof the field report

FinalDRF will be submitted by P
once CCO approves second and
third sections of thdield report

v

expenditures in line with
the project budget.

Necessary documents ( etc.) vel
ing the expenditures will be
attached to DRF.
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FINANCING TTHE PROJECT) REPOMIHENE Grany

Responsibldor

Responsible for

Name of the report  preperation signing Presented to |Frequency or when Explanation
V First DRF is prepared for td€9
First Disbursement @ the_total payf“e”t o iz .
Request Form with machinery equipment or servid
Contact Person PO (RA) Bank After CCO selects the vendor
SElEmeEn of V Selectedproformainvoice
DIRECT  |Expenditures (SOF .
GRANT of the vendor will be attached t
the DRF.
BENA&04
SENTR29 V' Final DRF is prepared for the
. . 0
;IgaLeDslftl):l:)rrsn?TviE After the respective machinery et ol pEpmEnt
q Contact Person PO (RA) Bank equipment is delivered or service

Statement of
Expenditures (SOE

in question is provided

V Original invoice delivery
pictures, delivery receipt form
will be attached to the DRF
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FINANCINGTHE PROJECT: SHMESHEETS

A PO submits Timesheet(s)of the Researchef(NeedsAssessment)Project Coordinatorand the
Trainer(s)(SharingexpertiseTrainingand Workshop within one week after the last day of each
month duringthe projectimplementationperiod.

A TheResearcherProjectCoordinatorand the Trainer(s)shallprepare their own Timesheetsvhich
mustbe approved(checkedand signed)by the Responsibléuthority.

A Timesheetsprovide a basis for payments to project personnel and show the weekly tasks
performed by each project personnelin the relevant month. The number of days worked,
location, detailed description of tasks, linkage with the activities and per diems of the project
personnelmustbe statedin timesheetsby consideringhe relevantbudgetitems.

A Timesheetsshould be preparedin accordancewith the relevant Monthly ProgressReport and
Activity Report(if available)or Draft of the NeedsAssessment

COMCEC DEVELOPMENT

coorbiNATION ~ INVESTMENT
OFFICE BANK OF TURKEY



FINANCING TTHE PROJECTuRisbursement RequestFonwifd SEE

COMCEC

A

COORDINATION

OFFICE

Sharing Expertise Projec¥isiting Expert

DRFis the documentthat showsdetails about expendituresmade during respectiveperiod. It
includescertain sectionsfor information regardingdifferent expendituresin line with the project
budget

POsubmitstwo DisbursementRequestFormsafter sectionsof the field report are approvedby
the CCOPOsubmitsfirst DRFasan annexof first sectionof the field report.

ThePOcanrequest60% of the total budgetafter CCQapprovethe first section,list of institutions
list of intervieweesand questionnaire

FinalDRFwill be submittedby POonce CCCapprovessecondandthird sectionsof the field report
DRFshallbe preparedby Expertand approved(checkedand signed)oy ResponsibleAuthority.

Necessarglocuments( etc.) verifyingthe expenditureswill be attachedto DRF
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FINANCING TTHE PROJECTRisbursement RequestForm (DRF)

Direct Grant

FirstDisbursementiRequest-orm

A POsubmitsfirst DRFafter CCOselect the vendor First DRFs preparedfor the 40% of the total
paymentfor the machineryequipmentor service Selectedoroformainvoiceof the vendorwill be

attachedto the DRF
FinalDisbursementRequest-orm

A POsubmitsfinal DRFafter the respectivemachineryequipmentis deliveredor servicein question
is providedFinalDRHs preparedfor the 60%of the total payment

A Originalinvoice,deliverypictures,deliveryreceiptform will be attachedto the DRF

A DRFshall be prepared by contact person and approved (checkedand signed) by Responsible
Authority.
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FINANCINGTHE PROJECTENEINANCIAE PROGRESS REPORTS

Sharing Expertis@raining and Workshop

A FinancialProgressReportis the documentthat shows details about expendituresmade during
respective period. FinancialProgressReportincludesseparatesheetsfor providing information
regardingdifferent expendituresin line with the projectbudget

A All expendituresshould be stated in the relevant sheet usingthe USD/LocalCurrencyexchange
rate at the date of transaction Necessarylocuments(invoices,etc.) that verify the expenditures
will be attachedto FinanciaProgresdgkeport

A POsubmitsa FinanciaProgresReportwithin two weeksafter the last day of the month if a main
activity isundertakenin the respectivemonth.

A FinancialProgressReport shall be prepared by Project Coordinatorand approved (checkedand
signed)by ResponsibleAuthority.

g%g W (d) comcEc
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ADDENDUM PROCEDURBE ANDINOTIEICATIONPROCESS

AddendumForm

A POsubmitsan AddendumFormto requesta changeon the basics(work plan, activities,and
transferamongbudgetitemsover500USDetc.) of the project

A However,the POcannot make a transfer from other budgetitems to humanresourcesitem
underanycircumstances

A TheAddendumForm, must be submitted at leastone month before the respectiveactivity is
implemented

A AddendumFormis subjectto approvalof the CCO
Notification Form

A POsubmitsa Notification Formfor transfersbetweenbudgetitems up to 500 USD The Form
mustbe signedby the ContactPersonandsentto the Bank
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ADDENDUM PROCEDURBE ANDUEHBEUSEI ORINCIDENTALS BWDGET ITEM

A Responsibleduthority shallinitiate the addendumprocedureif it wantsto changethe basics
(work plan, activities,transferbetweenbudgetitemsetc.) of the project

A He/shemustfill the AddendumFormand conveyit to CCQandthe Bankfor evaluationof the
request

A ThePOcannottransfer fundsfrom other budgetitemsto humanresourcesbudgetitem.

A Thelncidentalsbudgetitem canonly be usedupon the approvalof the CCCand the Bankvia
addendumprocedure

A Theaddendumrequestmust be justified by rational explanationsin order to be approvedand
it mustbe submittedto the CCCandthe Bankat leasta month beforethe respectiveactivity.
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TIMESHEETS

TIMESHEET TEMPLATE

TIMESHEET

Project Title:

Name :

CCR Project Number:

Month:

Year:

Date

Number
of Days
Worked

Per Diems (USD) Location

Detailed Description of
Tasks

Name of the related
Activity

First
Week

Second
Week

Third
Week

Fourth Week

Total

:]:Hﬂ:
R

@

DEVELOPMENT
COMCEC
cooroinaTion  INVESTMENT
BANK OF TURKEY

OFFICE

COMCEC

Responsible Authority
Name:
Title:

Signature:

Date:

Maximum total of

22 days
per month !

ResearchefProject Coordinator/Trainer
Name:

Title:

Signature:

Date:



TIMESHEETS

 TIMESHEEEXample

COMCEC COVID RESPONSE

( & . iomcsc
COVID Responsé

Responsible Authority
Name: JABED AHMED

DEVELOPMENT THNE CONTRACT
INVESTMENT
AN OF TURKEY IMPLEMENTATION PERIOD: 2021
ANNEX S
TIMESHEET TEMPLATE FOR RESEARCHER ( JUNE)
| IMESHERT
[ Rejuvenation of Small
Project Title: Ppinessss Afleciod by Covid- | Name : Dr. Syed Rashidul Hasan,
in Bangladesh
CCR ijed N-mher "D20-BGDTO—I7 Month: Jume IYenr: 2021
\ Number | Per Diems Name of the
Date &‘m" (58,133 USD) Location Detgilled Description of Tasks related Activity
orked
7 days 406.933 Dhaka Concept Bmldmg, Literature | Concept
E 3 Review, Rapport develop with | Buildi Lit.
= Stakeholders. Rev
7 days 406,933 Dhaka Populati Selection. Sampling | S e
; technique, visiting Khulna di\ision Techmquc |
for stakeholders meetings, Rapport |
} Development
7 days 406.933 Dhaka |Target sample selection &  Sample
g; Stakeholder, Rapport Development | Selection
9 days 5232 Dhaka Questionnaire  Framing, Rapport | Questionnaires.
g 3 Developmsent develop
k42
Total 30 Days 1744 USD

DEVELOPMENT
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COMCEC

Title : Chief Officer (CEO),
Bangladegh Tourism Board (BTB)
S »
Date: Jabed Ahmed
nal
Chief Executive Officer
Ministry of Cvil Avinton & Teorirs

Researcher

Name : Dr Syed Rashidul Hasan
Title : Main Researcher

P
Signature: e
Date: 03 July,2021



DISBURSEMENTREQUESTVFORM TEMPLATE ANDISTATEMEND OREXPENDI
DRF TEMPLATE |

COMCEC COVID RESPONSE PROJECT DISBURSEMENT REQUEST FORM for NEEDS
ASSESMENT PROJECTS
TO:
Development and Investment Bank of Turkey —
@“’:‘M Saray Mah. Dr. Adp]:an Biiviikdeniz Cad. No:10 I-.'mrani.}'e!istanbul ——
A Project Details
1 Project Name
2. Project Owner
3. COMCEC Project Number
5 Responsible Authority
6. Countact Person
7. Project Duration (Number of Months)
8 Project Commencing and Completion Dates | prom (DDADLYY) To (DDADLYY)
9. Reporting Period From (DDADLYY) To (DDADLYY)
10. Dizsburzment Number
B. Beneficiary Contact Details
L Address
2 Phone / Fax Number
3. E-mail Address
C. Project Owner's Bank Account Detnils
1 Accoant Name
1. Baok Name
3. Acconnt Number (if available IBAN no' Swift ng
4 Bank Address
?% m ) COMCEC
—~< COVID Respons¢
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DISBURSEMENTREQUESTVFORM TEMPLATE AND STATEMENTI OREXPENDI

\
D. Statement of Expenses Summnary
Cumulative up to Reporting (Currenf) Period Toital (Including This Peroid)
Kxpemses and Fyment Amount (USD) Amount (USD) Amount (USD)
Request [r——— Cwsers Coat
COMCEC Ouner's Cont {OC)|  COMCEC (0C) COMCEC (0C) b OC
1 Field Visit -
2 Mfiscallenons Excel fills out
3 Associated Investment ~ | automatically
4lIncidentals
5 Total
E. Payments To Be AMade (USD)
A Total Relevant Cost Eligible for COMCEC Funding = TOTAL PROJECT COST (USD)
B. Payment: to be made for Human Retources in this period _ (Including This Period)
C. Payments to be made for the reporting period to PO (A-B) =
F. Prepared and Approved By
Full Name Date (DDAALYY) Sizmature
Project Besearcher (Prepared)
Retponsible Authority (Approved)

) COMCEC
< COVID Respons¢
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DISBURSEMENTREQUESTVFORM TEMPLATE AND STATEMENTI OREXPENDI
SOE TEMPLATE

ek R R AR S AR R
e —-— — — =
e — — =, =
T = == = | o Thisis the
: < secondsheetof
T = = = ~| |the DRF Excel
- = = = =

O
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DISBURSEMENTREQUESTVFORM TEMPLATE ANDISTATEMEND OREXPENDI
\ SOE TEMPLATE

— —

[
5

.00

AN ROCLA TE D NS TRENT
| A vnmrsasied lenasimnni & [:] [T .00

L ol S O

2. o] LE o

£ S B B
—)

Thisis the

secondsheetof
@ m (d) comcEc the DRF Excel
L <7< COVID Response
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DISBURSEMENTREQUESTVFORM TEMPLATE AND STATEMENTI OREXPENDI
DRF PART |

Examplegrom
previousyears

COMCEC DEVELOPMENT
cooroINATION ~ INVESTMENT
OFEICE BANK OF TURKEY



