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Å INTRODUCTION

As the novel coronaviruscontinuesto alter our lives in a significantmanner, countriesall
aroundthe world struggleto alleviatethe negativeeffectsof the viruson a widevariety
of fieldsrangingfrom humanhealthto tourism.

Å COOPERATIONAREAS

TheCCRis mainlyabout alleviatingthe negativeimpactof the pandemicon membercountry
economieswith a particularfocuson agriculture,tradeandtourismsectors.

Under the Program,the CCOwill finance certain types of projects which would focus on
needs assessment, sharing expertise, providing direct grants to final beneficiariesand
matchinginventorswith investors.

COMCEC COVID RESPONSE PROGRAM
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Å LEGALBASIS

ά¢ƘŜCOMCEC{ǘǊŀǘŜƎȅέand ά{ǘŀǘǳǘŜand Rulesof Proceduresof /ha/9/έwhich were
adoptedby the 4th ExtraordinarySessionof the IslamicSummitheldon 14-15August2012in
Mecca,SaudiArabia.

CooperationProtocolBetweenthe COMCECCoordinationOffice and the Developmentand
InvestmentBankof Turkeywithin the Frameworkof Financing and Monitoring is provided
underthe COMCECCOVIDRepsonseProgram(CCR).

Å PURPOSEandSCOPE

The purposeof the Contract is to define the rights, obligationsand responsibilitiesof the
BankandProjectOwnerin the efficientandtimely implementationprocessof the projects.

The Project Owner will be awardedthe grant on the terms and conditionsset out in the
Contract.

FUNDAMENTAL DOCUMENT: THE CONTRACT BETWEEN THE BANK AND THE PROJECT OWNERS
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GENERAL STRUCTURE & PROCESS FLOW

The Bankand CCOare not responsiblefor the implementationof project activities. Responsibilityfor the
implementationof the projectactivitiesrestsonlywith the PO.
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Á TheCCOand the Bankmonitors the implementationof the Project in line with the Contract
andthe Guidelines.

Á The Bankperforms efficient monitoring via document reviews,monitoring visits and on the
spotchecksin cooperationwith the CCO.

Á TheBankalsomonitors project activities in terms of risksrelated to project implementation
andinformsthe CCOaccordinglyif anyproblemoccursduringproject implementation.

Á TheBankprovidesinformation to the CoordinationCommitteeabout technicaland financial
progressof the Project.

Á TheBankis responsiblefor transferof paymentsandmonitoringof projectactivitiesduringthe
implementationperiod.

MONITORING & REPORTING

RIGHTS, OBLIGATIONS AND RESPONSIBILITIES OF THE BANK
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FINANCING THE PROJECT: THE ACCOUNT INFORMATION

Å The Project Owner and the Project personnel (coordinator, trainers, experts, researchers) are responsiblefor
providingfull, correctaccountinformationfor project relatedpayments.

Å If the Project Owner opened/provided a bank account information by the time of signature of the Contract, Project 
Owner is obliged to inform the Bank about the bank account info within 30 days after the signature date.

Å 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 the Bank within 30 days after the 
signature date.

Å TheBankcannotbe claimedfor the payments,if the relevant accountnumber is not stated in the ServiceContract
or it is not informed officially within the giventime periods.

Å TheBankcannotbe claimedfor anyadditional costwhich would arisedue to incorrectbankaccountinformation
provided by the ProjectOwner,ProjectCoordinator, Trainers, Expertsand Researchers. Anyadditionalcost would
beoffset from the paymentin question.

Å TheProject Owner, in any case,can not request additional financingthat is not stated in the budget sectionof
the project fiche.



1 Project Number

2 Account Holder (Full Name)

3 Title ( Project Coordinator / Trainer / Project Owner)

4 Passport Number / Identity Number

5 Beneficiary Residence Address

6 Bank Name and Branch

7 Beneficiary Account Number

8 Beneficiary IBAN No

9 Bank SWIFT Code

10 Beneficiary's Bank USD Correspondent Name

11 Beneficiary's Bank USD Correspondent SWIFT Code*

Responsible Authority:

Name and Surname:

Title:

Signature:

* You can learn all details from your  Bank.

COMCEC COVID RESPONSE / PAYMENT DETAILS
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FINANCING THE PROJECT: THE ACCOUNT INFORMATION



8
COMCEC

COORDINATION

OFFICE

FINANCING THE PROJECT: THE ACCOUNT INFORMATION

Development 
and 

Investment 
Bank of Turkey

Correspondent 
Bank of Our 

Bank

Project Owner 
Bank

Correspondent 
Bank of PO 

Bank

1 2 3 4

If the account information of the 
PO/coordinator/trainer/expert/researcher 
is wrong, the money comesback to the 
Bank with deduction of correspondent 
bank fee.
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FINANCING THE PROJECT: REPORTING (Sharing Expertise-Training and Workshop)

Name of the report
Responsiblefor 

preperation
Responsible 
for signing

Presented to Frequency or when Explanation

SHARING EXPERTISE
TRAINING AND 

WORKSHOP

TURAG-207
NGATO-222
SLETO-242

Monthly Progress Report Project Coordinator PO (RA) CCO
Within one week after the 
last day of each month

Technical progress of project activities

Timesheet
Project Coordinator  

and Trainer
PO (RA) Bank

Within one week after the 
last day of each month

The Project Coordinator and the Trainer(s) shall 
prepare his/her own Timesheets that shows weekly 
tasksperformed by each project personnel in the 
relevant month.

Disbursement Request 
Form (DRF) with 
Financial Progress Report 
(FR)

Project Coordinator PO (RA) Bank
Within two weeks after the 
last day of the month 
(*)

V Shows details about expenditures made during 
respective period 

V Includes separate sheets for different 
expenditures in line with the budget

V USD/Local Currency exchange rate should be 
stated in the relevant sheet

V Necessary documents ( etc.) that verify the 
expenditures will be attached to FPR

Activity Report

Project Coordinator 
in collaboration 

with the Trainer (if 
available)

PO (RA) CCO
Within two weeks after the 
last day of the month (*)

Shows the works performed during each main 
activity as well as their evaluations.

Project Completion Report

Project Coordinator 
in collaboration 

with other project 
personnel (if 

available)

PO (RA) CCO
Within two weeks after all 
project activities are
completed.

Summarizes all technical information
about the implementation of the project.

(*) if a main activity is undertaken in the respective month
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FINANCING THE PROJECT: REPORTING (Sharing Expertise-Visiting Expert)

Name of the report
Responsiblefor 

preperation
Responsible 
for signing

Presented to Frequency or when Explanation

VISITING EXPERT

AZEAG-203
GMBTC-233

Field Report PO (RA) PO (RA) CCO

V First sectionbefore travel to host 
country

V Second and thirdsectionafter 
travel

V First section specifies the current 
situation of the selected 
sector/theme in PO country 

V Second section of the field report 
states the current situation in host 
country

V Third section will present 
recommendations and conclusions

Disbursement 
Request Form with 
Statement of 
Expenditures (SOE)

Visiting Expert PO (RA) Bank

V First DRF as an annex of first 
section of the field report

V The PO can request 60% of the 
total budget after CCO approve 
the first sectionof the field report

V FinalDRF will be submitted by PO 
once CCO approves second and 
third sections of thefield report

V DRF shows details about 
expenditures made during 
respective period 

V It includes certain sections for 
information regarding different 
expenditures in line with
the project budget.

V Necessary documents ( etc.) verify 
ing the expenditures will be 
attached to DRF.
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FINANCING THE PROJECT: REPORTING (Direct Grant)

Name of the report
Responsiblefor 

preperation
Responsible for 

signing Presented to Frequency or when Explanation

DIRECT 
GRANT

BENAG-204
SENTR-229

First Disbursement 
Request Form with 
Statement of 
Expenditures (SOE)

Contact Person PO (RA) Bank After CCO selects the vendor

V First DRF is prepared for the 40%
of the total payment for the 
machinery equipment or service

V Selected proforma invoice
of the vendor will be attached to 
the DRF.

Final Disbursement 
Request Form with 
Statement of 
Expenditures (SOE)

Contact Person PO (RA) Bank
After the respective machinery 
equipment is delivered or service
in question is provided

V Final DRF is prepared for the 
60% of the total payment

V Original invoice, delivery 
pictures, delivery receipt form 
will be attached to the DRF



12
COMCEC

COORDINATION

OFFICE

FINANCING THE PROJECT: TIMESHEETS

Å PO submits Timesheet(s)of the Researcher(NeedsAssessment); Project Coordinatorand the
Trainer(s)(SharingExpertise-Trainingand Workshop) within one week after the last day of each
month duringthe project implementationperiod.

Å TheResearcher, ProjectCoordinatorand the Trainer(s)shallprepare their own Timesheetswhich
mustbe approved(checkedandsigned)by the ResponsibleAuthority.

Å Timesheetsprovide a basis for payments to project personnel and show the weekly tasks
performed by each project personnel in the relevant month. The number of days worked,
location, detailed descriptionof tasks,linkagewith the activities and per diems of the project
personnelmustbe statedin timesheetsby consideringthe relevantbudgetitems.

Å Timesheetsshould be prepared in accordancewith the relevant Monthly ProgressReport and
ActivityReport(if available)or Draft of the NeedsAssessment.
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FINANCING THE PROJECT: Disbursement Request Form (DRF) with SOE

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

Å POsubmitstwo DisbursementRequestFormsafter sectionsof the field report are approvedby
the CCO. POsubmitsfirst DRFasanannexof first sectionof the field report.

Å ThePOcanrequest60%of the total budgetafter CCOapprovethe first section,list of institutions
list of intervieweesandquestionnaire.

Å FinalDRFwill be submittedby POonceCCOapprovessecondandthird sectionsof the field report
DRFshallbe preparedby Expertandapproved(checkedandsigned)by ResponsibleAuthority.

Å Necessarydocuments( etc.) verifyingthe expenditureswill be attachedto DRF.

Sharing Expertise Projects-Visiting Expert
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FINANCING THE PROJECT: Disbursement Request Form (DRF)

FirstDisbursementRequestForm

Å POsubmitsfirst DRF,after CCOselects the vendor. FirstDRFis preparedfor the 40% of the total
payment for the machineryequipmentor service. Selectedproformainvoiceof the vendorwill be
attachedto the DRF.

FinalDisbursementRequestForm

Å POsubmitsfinal DRF,after the respectivemachineryequipmentis deliveredor servicein question
isprovidedFinalDRFispreparedfor the 60%of the total payment.

Å Originalinvoice,deliverypictures,deliveryreceiptform will be attachedto the DRF

Å DRFshall be prepared by contact person and approved (checkedand signed)by Responsible
Authority.

Direct Grant
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FINANCING THE PROJECT: FINANCIAL PROGRESS REPORTS 

Å FinancialProgressReport is the document that showsdetails about expendituresmade during
respectiveperiod. FinancialProgressReport includesseparatesheetsfor providing information
regardingdifferent expendituresin line with the projectbudget.

Å All expendituresshould be stated in the relevant sheet usingthe USD/LocalCurrencyexchange
rate at the date of transaction. Necessarydocuments(invoices,etc.) that verify the expenditures
will beattachedto FinancialProgressReport.

Å POsubmitsa FinancialProgressReportwithin two weeksafter the last dayof the month if a main
activity isundertakenin the respectivemonth.

Å FinancialProgressReport shall be preparedby Project Coordinatorand approved(checkedand
signed)by ResponsibleAuthority.

Sharing Expertise-Training and Workshop
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AddendumForm

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

Á However,the POcannot makea transfer from other budget items to humanresourcesitem
underanycircumstances.

Á TheAddendumForm,must be submittedat leastone month before the respectiveactivity is
implemented.

Á AddendumFormissubjectto approvalof the CCO.

Notification Form
Á POsubmitsa NotificationFormfor transfersbetweenbudget items up to 500USD. The Form

mustbe signedby the ContactPersonandsentto the Bank.

16

ADDENDUM PROCEDURE AND NOTIFICATION PROCESS
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Á ResponsibleAuthority shall initiate the addendumprocedureif it wants to changethe basics
(workplan,activities,transferbetweenbudgetitemsetc.) of the project.

Á He/shemust fill the AddendumFormandconveyit to CCOandthe Bankfor evaluationof the
request.

Á ThePOcannottransfer fundsfrom other budgetitems to humanresourcesbudgetitem.

Á TheIncidentalsbudget item canonly be usedupon the approvalof the CCOandthe Bankvia
addendumprocedure.

Á Theaddendumrequestmustbe justified by rationalexplanationsin order to be approvedand
it mustbe submittedto the CCOandthe Bankat leasta month beforethe respectiveactivity.
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ADDENDUM PROCEDURE AND THE USE OF INCIDENTIALS BUDGET ITEM



18COMCEC
COORDINATION

OFFICE

TIMESHEET TEMPLATE

TIMESHEETS

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

Responsible Authority Researcher/Project Coordinator/Trainer  

Name :  Name :  

Title :  Title :  

Signature: Signature: 

Date: Date: 

 

Maximum total of 
22 days 

per month !
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TIMESHEET Example

TIMESHEETS
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DISBURSEMENT REQUEST FORM TEMPLATE AND STATEMENT OF EXPENDITURES

DRF TEMPLATE -1
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DRF TEMPLATE-2

DISBURSEMENT REQUEST FORM TEMPLATE AND STATEMENT OF EXPENDITURES

Excel fills out 
automatically
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SOE TEMPLATE - 1

DISBURSEMENT REQUEST FORM TEMPLATE AND STATEMENT OF EXPENDITURES

Thisis the 
secondsheetof 
the DRF Excel
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SOE TEMPLATE - 2

DISBURSEMENT REQUEST FORM TEMPLATE AND STATEMENT OF EXPENDITURES

Thisis the 
secondsheetof 
the DRF Excel
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DRF - PART I

DISBURSEMENT REQUEST FORM TEMPLATE AND STATEMENT OF EXPENDITURES

Examplefrom
previousyears


