ANNEX C1

STANDARD TWINNING PROJECT FICHE
1.
Basic Information
1.1 Publication notice reference:

1.2
Programme:

1.3
Twinning Number:

1.4
Title:

Please add abbreviation of the title.

1.5
Sector:

1.6
Beneficiary country:

2.
Objectives
2.1
Overall Objective(s):

Normally, there should be only one overall objective. Exceptionally, more than one objective might
be used if this adds clarity and enhances logic
REMEMBER    The Overall Objective should explain why your project is important to BC. It should
do this by referring to the longer-term benefits anticipated for direct beneficiaries, and to the wider benefits foreseen for the BC at large. Your project alone is not expected to achieve the Overall Objective: this will require the impact of other projects and programmes, and possibly actions by other donors as well.
2.2
Project purpose:

Normally, there should only be one purpose for each project. Exceptionally, more than one purpose might be used if this adds clarity and enhances logic
REMEMBER    Try to aim for one single purpose for each project. The Project Purpose is the single, central objective of the project. It should be described in terms of the sustainable benefits that will
be delivered to the project's target beneficiaries
  2.3   Contribution to Accession Treaty/Relevant national documents
Please refer to the latest version of a particular document (where applicable). Please include the reference to relevant Strategic Plan, Action Plan, etc..

3.
Description
3.1
Background and justification:

        (briefly explain the origin of the project and outline why it is being undertaken)

Note: Please briefly describe current state of affairs in the relevant sector, indicating gaps which will be addressed with this specific project.
3.2
Linked activities (other international and national initiatives):

Note: Please include type, start/end date and the main results of every linked project.
Briefly describe earlier EU activities and projects in this area, showing any connections with each other and this project.
Briefly describe any relevant current activities being undertaken by other parties, such as your national government, the private sector, donor governments, or international financial institutions
(IFIs)

3.3
Results:

The results described here must correspond to the results recoded in the logframe, describe what will be achieved by the end of the project or each phase of the project and how this will contribute to attaining the project purpose. The indicators of achievement should be quantified, verifiable and time-bound.

Result 1.1: Please introduce the result 

Indicators of achievement: Please insert indicators of achievement for this specific result which correspond with the OVIs stated in the logframe (Annex 1)
Result 1.2: Please introduce the result 

Indicators of achievement: Please insert indicators of achievement for this specific result which correspond with the OVIs stated in the logframe (Annex 1)
3.4
Activities:

Please note that Twinning and Twinning light fiches do not need to list all activities in detail. Please introduce the following stipulation: e.g. Member State(s) is kindly requested to develop activities in the submitted proposal which are needed in order to achieve the results stipulated in the fiche.
Notwithstanding the above, activities should be listed only if this is mandatory in line with the legally binding documents (Financing Agreement / Financing Decision) and in this case the above stipulation should be omitted.
Provision related to visibility should be inserted - applicable to both Twinning and Twinning light: 

“Minimum two visibility events will be organized in the course of the implementation of the project; Kick-off meeting at the start of the implementation and the Final meeting at the end of the implementation of the project activities.”
In case the activities are listed in the fiche, they must satisfy the following requirements:

 The activities described here must correspond to the activities recoded in the logframe. 
A clear and detailed list of tasks to be undertaken in order to achieve the contract objective. 
If appropriate, the time schedule for completion of the various activities should be stipulated here. 

To be elaborated in greater details for TW Light. Detailed schedule of activities should be added.   
The following stipulation should be inserted if applicable:
The activities listed below represent the minimum activities to be implemented in the course of the Twinning project. Member State(s) may propose additional activities in line with the methodology elaborated in its proposal.

3.5
Means/ Input from the MS Partner Administration:

Please include the following provision:
MS Project Leader may participate in the project also as the short-term expert (STE) and in this case the MS Project Leader should satisfy requirements stipulated in the fiche for both the Project Leader and the relevant STE profile.
3.5.1 Profile and tasks of the Project Leader 

Profile of the Project Leader

Requirements:

Mandatory profile requirements:

When requiring university education please use the following wording: “University level education or equivalent professional experience of (x) years in (name of the field)”

“Working level of English language”
“Proven contractual relation to public administration or mandated body, as defined under Twinning manual 5.4.5.”
“Computer literacy”

“Experience in project management”
Assets: 

Tasks of the Project Leader

Among others, please insert the following tasks:
“Organization of study visits“ (where applicable)
“Participation in Steering Committee meetings “

“Project reporting”

“Ensuring backstopping and financial management of the project in the MS” 
3.5.2 Profile and tasks of the RTA

Describe  the  profile  of  the  required  RTA  (experience,  skills  etc.)  and  duration  of  the  RTA
secondment (min. 12 months). 

Not Applicable for TW Light
Profile of the Resident Twinning Adviser

 Requirements:

Mandatory profile requirements:

When requiring university education please use the following wording: “University level education or equivalent professional experience of (x) years in (name of the field)”

“Working level of English language”

“Proven contractual relation to public administration or mandated body, as defined under Twinning Manual 5.4.5.”
“Computer literacy”

“Experience in project management”
 Assets: 

Tasks of the Resident Twinning Adviser
Among others, please insert the following tasks:
        “Support and coordination of all activities in the BC”

        “Organization of visibility events (kick-off and final event)
Please introduce the duration of the RTA secondment: e.g. The duration of the RTA secondment is 18 months. 

3.5.3 Profile and tasks of the short-term experts 
(Please note that profiles of the STEs represent type of expertise (education and experience) which the proposed STEs must satisfy, thus, they do not represent number of experts which will participate in the implementation of the Twinning/Twinning light contract) 
Please introduce the stipulation related to indicating expert’s profile in the submitted proposals: e.g. For each of the proposed experts in the submitted proposal the Member State(s) is kindly requested to indicate the expert’s profile.

Profile of the Short-term experts 

 Requirements:

Mandatory  profile requirements:

When requiring university education please use the following wording: “University level education or equivalent professional experience of (x) years in (name of the field)”
“Working level of English language”
“Computer literacy”

 “Proven contractual relation to public administration or mandated body, as defined under Twinning Manual 5.4.5.”
 Assets: 

Tasks of the Short-term experts
Please align the tasks of the STEs with the activities mentioned under 3.4.
In case activities are not listed under Point 3.4 of the fiche, please specify general set of activities needed for achievement of the mandatory results.
4.
Institutional Framework
Indicate the beneficiary institution(s) and, if applicable, specify Department/Directorate within the beneficiary institution.
If several, specify their relationship and organisation for the implementation of the project, as well
as the coordination mechanism.
Indicate whether the results of the project will lead to a change of the institutional framework as described.

Insert the provisions related to Steering Committee meetings (applicable only for TWL):
“Two Steering Committee meetings will be held for the purpose of reviewing the progress made under the project as well as to discuss results achieved and/or problems occurred. The first Steering Committee meeting will be held during the third month of project activities implementation in order to discuss and comment the draft start-up report. The second Steering Committee meeting will be organised during the last month of the implementation period of the Action to discuss the draft final report. 

It should be noted that the participation of the Member State Project Leader in Steering Committees meetings has to be combined with expert missions in case the Member State Project Leader is also a short-term expert in the Twinning light project. If the Member State Project Leader is not short-term expert in the Twinning light project then his visits to Croatia, (one visit every three months) as part of his overall task to ensure coordination and political steering of the project, should be organised at the same time as the two Steering Committee meetings of the project.

The exact participants of the Steering Committee meetings will be defined during the implementation of the project, but will at least include the following members:

· BC Project Leader 
· MS Project Leader

· CFCA Project Manager

· MRDEUF Sector Manager”

Insert the requirements related to the BC administration: 
Applicable to Twinning:

“The beneficiary institution will dedicate all necessary human and financial resources in order to guarantee an effective implementation of the respective project. In particular, the beneficiary institution will insure the availability of the following provisions:

      Adequately equipped office space for the RTA and the RTA assistant for the entire duration of their secondment (in particular a desk, a telephone line, PC with e-mail account and internet access, possibility to use fax & copy services).

      Adequate conditions for the STEs to perform their work while on mission to the BC.

      Training and conference venues as well as presentation and interpretation equipment.

      Costs for travel by BC participants from their capitals to a MS or between MS (study visits). 

Its active involvement in preparation of the PIU and Steering Committee meetings and participation of its members on the same.

The availability of the BC human resources (BC experts) during the implementation of the activities.”
Applicable to Twinning light: 
The beneficiary is committed to provide all necessary infrastructure such as office space and desktop computers with internet connection for experts, venue for holding seminars and workshops, and to ensure the necessary local staff/experts inputs.
5.
Budget

	Title 
	IPA Community Contribution
	National

Co-financing
	TOTAL

	Twinning Contract
	Example: 95% 950.000 EUR
	Example: 5% 
50.000 EUR
	Example: 1.000.000 EUR


The following clarification should be introduced:
The total amounts of the IPA Community Contribution and National Co-financing stipulated in the above table represent the total maximum amounts and therefore, they may be reduced at the level of the Twinning contract, while the relevant ratio (percentages) should be maintained as fixed.

The co-financing requirement foreseen under IPA will be considered fulfilled according to the provision of the relevant Financing Agreement.
Applicable to Twinning: If necessary (and envisaged in the section 3.4) expenditures for private sector inputs should be quantified.
Threshold for translation/interpretation costs should be introduced: 
“Interpretation costs will be reimbursed from the budget only for the purpose of workshops and seminars, up to 7% of the Contract amount can be used for translation and interpretation purposes.”
The following requirement should be introduced -Applicable to Twinning light:
“Provisions for visibility costs and expenditure verification costs should be included in the budget.”
6.
Implementation Arrangements
6.1
Implementing Agency responsible for tendering, contracting and accounting 

Central Finance and Contracting Agency (CFCA)
Ulica grada Vukovara 284
10000 Zagreb, Croatia
Ms Nataša Mikuš Žigman, Director
Phone: +385 1 6042 400
Fax: +385 1 6042 598
          E-mail: procurement@safu.hr 
Twinning Administrative Office 

Central Finance and Contracting Agency
Ulica grada Vukovara 284
10000 Zagreb, Croatia 
Ms Nirvana Sokolovski, Twinning NCP
Phone: +385 1 6042 400
Fax: + 385 1 6042 598
E-mail: twinning@safu.hr 
6.2
Main  counterpart  in  the  BC,  including  contact  person  and  contact  details.  Also include RTA
counterpart and the BC Project leader.
Please include contact details of the SPO. 

6.3 Contracts

         How many twinning contracts are envisaged and their individual amounts in EUR

6.4 
Reporting


Only for TW Light.


Please use the following wording:


The Start-up Report will cover first two months of the contract and will be submitted during the third month. 

The Start-up report should:

· Clearly define the aims and purpose of the aid provided by the project, 

· Give detailed description of the content of particular parts of the project,

· Work out in detail the activities carried out and the results achieved,

· Work out in detail all modifications agreed with the beneficiary institution,

· Review difficulties met during the implementation of the project and  measures that were undertaken for their removal,

· Provide all findings obtained in the meanwhile and preliminary conclusions, and

· Contain a general plan of activities for the implementation of the remained duration of the project.

The Final Report shall be submitted within three months upon the completion of the project activities and in any case within the legal duration of the project, and it should contain the following: 

· Complete review of all activities carried out by MS experts during the implementation of the project,

· Achieved progress concerning each activity,

· Summary of all project results, with particular emphasis on mandatory results,

· Estimation of the project impact compared with the project aims and measures of the achieved progress,

· Identification of all important problems met during the implementation of the contract and solutions that have been applied,

· Lessons drawn from the project, and

· Recommendations for further steps in future projects

The reports must be endorsed and countersigned by the beneficiary, who may make additional comments.

Reports shall be submitted to Name of the Beneficiary institution, the Central Finance and Contracting Agency, the Ministry of Regional Development and EU Funds and the concerned service of the European Commission in a form of 3 hard copies and an electronic version. All reports should be written in English. 

6.5 
Language


Only for TW Light.

7.
Implementation Schedule (indicative)
7.1
Launching of the call for proposals (Indicate quarter and year)

7.2
Start of project activities (Indicate quarter and year)

7.3
Project completion (Indicate quarter and year)
7.4
Duration of the execution period (number of months)-please use the following wording for the art. 7.4: X months; the execution period will end 3 months after the implementation period of the Action (work plan) which will take X-3 months.
8.
Sustainability
The achievements of a Twinning project (mandatory results) should be maintained as a permanent asset
to  the  Beneficiary  administration  even  after  the  end  of  the  Twinning  project  implementation.  This presupposes  inter  alia  that  effective  mechanisms  are  put  in  place  by  the  Beneficiary  administration  to disseminate and consolidate the results of the project.
9.
Crosscutting issues (equal opportunity, environment, etc…)
10. Conditionality and sequencing

If applicable - usually indicated only if there is causality between project components, e.g. if twinning component depends on the technical assistance or supply component of the project

The following conditionality should be used only in case the relevant FA has not entered into force at the moment of TW fiche preparation:
The conclusion of the contract resulting from this call for proposals is subject to the fulfilment of the following condition:

1. Entry into force of a Financing Agreement implementing the National Programme for 20XX under the Instrument for Pre-accession Assistance (“Transition Assistance and Institution Building” Component, Part 1), concluded between the European Union and Croatia.

ANNEXES TO PROJECT FICHE

1.   Logical framework matrix in standard format (compulsory)

2.   Detailed implementation chart (optional)

3.   Contracting  and  disbursement  schedule  by  quarter  for  full  duration  of  programme  (including disbursement period) (optional)

4.   Reference to feasibility /pre-feasibility studies. For all investment projects, the executive summary of

the economic and financial appraisals, and the environmental impact assessment should be attached

(optional)

5.   List of relevant Laws and Regulations (optional)

6.   Reference to relevant Government Strategic plans and studies (may include Institution Development

Plan, Business plans, Sector studies etc) (optional)

Example of Annex 1:
Annex 1. Logical framework matrix in standard format

	Name of the project 
	Programme name and number:

Example:
IPA 2009


	

	Beneficiary institution 
	Contracting period expires: 

In line with the FA
	Disbursement period expires: 

In line with the FA

	
	Total budget: 

Example: 1.000.000 EUR
	IPA financing:
Example: 950.000,00 EUR (95%)
National co-financing:

Example: 50.000,00 EUR (5%)


	Overall objective
	Objectively Verifiable Indicators 
	Sources of Verification
	

	As stated in the article 2.1 
	Example:
· Procedures harmonized with the relevant principles of the Acquis.

· Increased number of …

	Example:
· Annual Peer Base Missions Report.  


	

	Project purpose
	Objectively Verifiable Indicators
	Sources of Verification
	Assumptions

	As stated in the article 2.2
	Example:
· Cooperation among the institutions involved in ……. improved; 
· System for reporting of ……….enhanced  


	 Example:
· Final twinning report 

· Annual Reports and statistics 
of ……

	Example:
· Readiness of competent ministries and relevant institutions for more demanding capacity building activities in the field of …….


	Results 
	Objectively Verifiable Indicators
	Sources of Verification
	Assumptions

	Example:
1.1 

1.2 

1.3 

2.1 

2.2 

2.3 

3.1 

3.2 

3.3 


	Example:
· Analyses conducted; corresponding reports produced 

· Assessment report with recommendations produced 


	Example:
· Annual reports of the Beneficiary institution 
· Twinning project Reports 

 
	Example:
● Adequate cooperation among competent ministries and relevant institutions in drafting and efficiently implementing operational documents 
●Adequate BC experts appointed to participate in the Work groups established for drafting operational documents.



	Activities
	Means
	Specification of costs
	Assumptions 

	In case activities are listed under the point 3.4 of the fiche, they should be copied here.

In case activities are not listed under the point 3.4 of the fiche, please use the following wording:

“Activities to be implemented correspond to the activities developed in the selected MS proposal”.

Example:
1.1.1
1.1.2

1.2.1

1.2.2

1.3.1

1.3.2

2.1.1

2.1.2

2.2.1

2.2.2

2.3.1

2.3.2

3.1.1

3.1.2

3.2.1

3.2.2

3.3.1

3.3.2


	Example: Analysis, consultations; round table discussions, trainings, workshops 

	Example: 1.000.000 €

	Example: 
● Adequate cooperation among competent ministries and relevant institutions in drafting and efficiently implementing operational documents 


	
	Preconditions:

Must be in-line with the conditionality mentioned in the article 10.


Example of Annex 2:
Annex 2. Detailed implementation chart

	Name of the project
	2014
	                                      2015

	2016


	Month
	J
	F
	M
	A
	M
	J
	J
	A
	S
	O
	N
	D
	J
	F
	M
	A
	M
	J
	J
	A
	S
	O
	N
	D
	J
	F
	M
	A
	M
	J
	J
	A
	S
	O
	N
	D

	Twinning
	
	
	T
	T
	T
	T
	C
	C
	C
	C
	C
	A/I
	I
	I
	I
	I
	I
	I
	I
	I
	I
	I
	I
	I
	I
	I
	I
	I
	I
	I
	R
	R
	R
	
	
	


T – Call for proposals and evaluation

C – Contracting

A/I – Arrival of the RTA/ Start of the implementation of activities

I – Implementation of activities

R – Report

Example of Annex 3:
Annex 3. Contracting  and  disbursement  schedule  by  quarter  for  full  duration  of  programme  (including disbursement period)

	Name of the project
	Cumulative contracting schedule by quarters in EUR (provisional)

	
	2014

	
	I
	II
	III
	IV

	Twinning 
	
	
	
	1.000.000

	 
	
	
	
	

	TOTAL (EUR):
	
	
	
	1.000.000


	Name of the project

	
	2014
	2015

	
	I
	II
	III
	IV
	I
	II
	III
	IV

	Twinning 
	533.333
	
	
	
	366.667
	
	
	100.000

	TOTAL (EUR):
	533.333
	
	
	
	900.000
	
	
	1.000.000





1  For Twinning light the Project fiche should be detailed as it will form an annex to the Twinning light contract together with


the selected Member State proposal.





� Member States submitting proposals for Twinning projects implemented in Croatia, as well as the beneficiary institutions, will be requested to finalise drafting of the contracts in maximum four months regardless of the period of the year during which the drafting will take place.


� The total amounts of the IPA Community Contribution and National Co-financing stipulated in the above table represent the total maximum amounts and therefore, they may be reduced at the level of the Twinning contract, while the relevant ratio (percentages) should be maintained as fixed. The co-financing requirement foreseen under IPA will be considered fulfilled according to the provision of the relevant Financing Agreement.
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