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1.  Introduction:

The Mesoamerican Reef Fund (MAR Fund) is a private, non-profit corporation created by four environmental funds from México, Belize, Guatemala, and Honduras as a financial mechanism for conservation and adequate resource use in the Mesoamerican Reef Ecoregion. The participating funds are:

· Protected Areas Conservation Trust (PACT, Belize)

· Fundación para la Conservación de los Recursos Naturales y Ambiente (FCG)

· Fundación Biosfera (FB, Honduras)

· Fondo Mexicano para la Conservación de la Naturaleza (FMCN)

For the purpose of the MAR Fund, the Mesoamerican Reef is defined as the system extending nearly 1000 km from the northern tip of the Yucatán Peninsula in México to the Bay Islands / Cochino Cayes complex off the north coast in Honduras.  It includes, besides the coastal and marine ecosystems the watersheds that drain into the Caribbean in Mexico, Belize, Guatemala and Honduras.  The ocean extension of this ecoregion varies from approximately 40 km off the northern coast of the northern State of Quintana Roo in México, to 240 km from the Gulf of Honduras and 50 km off the north coast of Honduras at the mouth of the Aguán River.

The MAR Fund mission is to conserve the resources and natural processes in the MAR region for the benefit of present and future generations, through   management and technical and financial support for priority areas and issues such as water quality, sustainable tourism, sustainable fisheries and institutional strengthening.

2.  Participation of the Founding Members:

The Founding Members (Protected Areas Conservation Trust, Fundación para la Conservación de los Recursos Naturales y Ambiente en Guatemala, Fundación Biosfera, and Fondo Mexicano para la Conservación de la Naturaleza) will act as local managers and promoters of the MAR Fund.  Once the project cycle has been initiated, they will be in charge of providing information to the parties in each country interested in implementing projects according to the established priorities and conditions.  The Funds may receive proposals directly, in which case they will analyze, and pre-select the proposals.  The pre-selected ones will be submitted to the Executive Director.  Potential grantees may also complete the on-line proposal format, in which case proposals will be analyzed by the MAR Fund central office.   

The Founding members will also formalize grant agreements with grantees, manage the disbursement of approved funds, monitor and evaluate projects and inform the Executive Director about progress and results.  For this project administration service, the Funds will receive a service fee of 10%
 of the total amount disbursed to projects, which will cover administrative and monitoring costs.  Each Fund will sign an MOU with the MAR Fund that will describe the responsibility of each partner.

It is expected that MAR Fund will finance projects that will be developed or will have incidence in more than one country within the ecoregion.  If that is the case, the administrating Fund will be from the country where the project director is stationed. 

 3.  Eligible grantees:

The Founding Funds will not access MAR Fund's resources.  

Organizations that develop the projects with support from the MAR Fund are the project implementers. These may be governmental institutions, non-governmental organizations, community, educational/academic, or scientific organizations. For Mexico, when a project is submitted by a Governmental or  academic organization, the project must be administrated by a NGO. 
Organizations must be legally recognized or registered at any valid governmental level in the four countries (i.e. Municipal), and they must have an operational Board of Directors.  Organizations with headquarters in countries different from the four MAR countries will not be eligible for funding.

Individual researchers are also eligible for the Grants Program, and approved projects will be administrated through a legally established organization.

4.  Funding Priorities:

The MAR Fund has established four focal areas or large thematic fields, traversed by six cross cutting issues.  The four focal areas and their objectives are:

	FOCAL AREA
	GOAL



	Priority Areas
	To strengthen the managerial, technical, political, social and financial capacities for effective management of priority areas (e.g. protected areas, biological corridors, spawning aggregation sites, endemism areas, areas of importance for migratory species, high risk areas)

	Integrated coastal management
	To promote better management practices that reduce the decline of water quality in the MAR

	Tourism
	To promote responsible and sustainable tourism in the MAR region

	Fisheries
	To promote responsible and sustainable fisheries in the MAR region


The issues that cut across these areas are:

· Economic alternatives

· Training

· Research

· Capacity building

· Environmental/policy administration

· Partnerships with private sector

The specific funding priorities may change periodically based on scientific results of on-going research at the regional, national and local levels.  The Grants Review Committee will be instrumental in providing orientation to this effect.  

Periodic workshops (every 3 to 5 years) with the participation of regional, national and local organizations that work in the MAR, as well as the Grants Review Committee members, will be organized to discuss current scientific developments and definition of priorities that can guide the MAR Fund focus in terms of its grant program.

MAR Fund’s initial emphasis will be on the regional network of coastal and marine priority areas.  In the mid-term, this network may include the 63 areas already established or in the process of establishment in the region.  In the future, the network may include other sites gazetted for protection, such as spawning aggregations or biological corridors.  Other program initiatives, such as watershed management, tourism, and fisheries are all part of the integrated management of priority areas, so they will be addressed as they affect the selected areas.

The second thematic focus for MAR Fund will be developing an “enabling environment” for effective conservation of natural resources in the MAR ecoregion.  This work will encompass at least the following activities:

· Training / Skills acquisition
· Organizational development
· Media training and involvement
· Policy development
· Development of indicators of ecosystem health and grant making impact
· Establishment of a base line for monitoring ecosystem health
· Natural resource valuation (i.e. determining the economic value of resources and services).
5.  Calls for proposals:

Calls for proposals will be made initially once a year.  The call for proposals will have a period ranging between one and two months. Proposals will be accepted from the date of announcement until the deadline.  No proposals will be accepted after 5:00 p.m. on that date.  If the deadline occurs on a weekend, it will be extended to the following Monday, at 5:00 p.m. The time of the deadline will be specified for each country (Belize, Guatemala, Honduras and México).

The executive director will write the call for proposals in English and Spanish, with instructions on dates, topics, eligible grantees, format, maximum amounts, project period, and other pertinent information.  The call for proposals will be posted on the MAR Fund webpage and will be sent to the four founding members for their distribution at the national level.  (Annex 1)
 6.  Planning Grant

The MAR Fund may approve a Planning Grant for applicants that require support in the development of the project proposal. These grants may be used for stakeholder consultations and problem analysis in project planning, conceptualization, design and formulation of a proposal. These grants may be for an amount up to US$700.00. A 1:1 match is required.  

Each request for proposals will inform if planning grants are available, and the period in which they must be submitted for consideration, which can vary between two and three weeks after the publication of the request for proposals.  
Annex 2 has the planning grant format, which must be completed and sent by email to the central MAR Fund office, c/o the Technical Coordinator.  The request must be evaluated within five days.  If it is approved, the MAR Fund central office will transfer the approved amount to the member fund, who will then disburse it to the applicant.  The applicant will present a receipt for the transferred amount to the member fund, who will then send it to the central MAR Fund office.

7.  Presentation of Proposals:

Proposals can be presented at the founding members’ offices or directly to the executive director. One hard copy of the proposal must be presented, as well as an electronic copy on a CD.  Copies can be sent by email, but only as backup.  The hardcopy and CD are a requirement.

Proposals can also be completed on the on-line format (in English and Spanish) on the MAR Fund webpage.  These proposals will be sent directly to the MAR Fund central office and to the member fund of the country of the proposal.

Proposals and proposal ideas can be discussed with each member fund and the executive director by email or phone if presented at least two weeks prior to the deadline.  Each member fund and the executive director can provide guidance in relation to the pertinence of the project idea, coherence and structure of the proposal and elements included in the document.  It is important to emphasize, however, that the approval of proposals is the exclusive responsibility of the Board of Directors.

The general proposal format is in Annex 3.
8.  Processing of proposals:

As proposals are received, the founding members and the executive director will review them to determine if they include all the requirements established in the call for proposals. If presented at least two weeks before the deadline, the reviewer will contact the author to request the missing sections or information.  

After the deadline for accepting proposals, each founding member and the executive director will review the proposals to determine if they are complete. Proposals that are lacking part of the documentation, but that are otherwise complete and contain all the sections of the proposal, can be accepted, and the missing documentation will be requested of the author, with the second deadline between one and two weeks after reception of proposals. The projects that after the second deadline are not presented in the required format or are incomplete, lack the required documentation, and/or do not address the topics that will be financed by the MAR Fund, will be rejected and a letter will be sent to inform of this situation (Annex 4).
Each member fund can send, in writing, their comments on the proposal and/or the prospective grantee for proposals that have passed the initial screening.
To carry out the revision of large numbers of proposals received at a member fund’s office, each member fund will organize internal revision committees that will undertake a more strict screening of the proposals.  They will explain why projects are passed on to the Technical Committee for in-depth revision and why projects are rejected.

The founding members will mail a hard copy of the pre-accepted proposals to the executive director and will forward an electronic copy by email.  The founding members will keep two hard copies in standby until the selection process has been finalized.

This pre-revision process must be completed within 15 to 20 days after the second deadline.

After receiving copies of all reviewed proposals presented to the MAR Fund, the executive director will prepare a summary table which includes at least the following information:  name of proposal, responsible contact person, institution, geographic focus, thematic focus, total cost of the project, amount requested, matching funds, period for completion, and the founding members’ comments in writing.
This summary table will be sent by electronic mail to the members of the Board, along with the summaries included in each proposal.  Board members that so require will be sent complete proposals upon request. 

The Board members must have the summaries and summary table 15 days after the pre-revision process has been completed, at the latest.

9.  Criteria for project selection:

The proposals will be evaluated under two approaches: relevance and impact of the project to be developed, and design and coherence of the proposal.

Relevance and impact of the project:

In addition to the mentioned working areas and cross cutting issues which establish the basis for defining the funding priorities, MAR Fund will be also guided by the following criteria in project selection:

1. Activities that require recurrent and long-term funding.

2. Conservation initiatives that are achieving results and a positive impact in the MAR but receive only partial funding from other sources (complementary funding).

3. Efforts carried out in priority programmatic and geographical areas in the eco region, which lack funding.

4. Innovative proposals and initiatives, which support the long-term conservation goals of the MAR.

5. Projects with clear leadership, which strengthen the local capabilities, not only professional but also institutional ones.

6. Projects with a multi-stakeholder approach, that creates synergies among them.

7. Projects with results that may be applicable in other communities, protected areas, or countries.

8. Projects that have an impact on eco regional objectives even though they are developed at a local scale.

9. Projects that focus on more than one country within the eco region.

10. Projects that implement actions or activities included in regional plans.

11. Indication that the project being proposed is part of the work and mission of the organization, and that consequently there will be a commitment to continuity.
12. Demonstration that the proposed project is complementary with other actions in the corresponding area.

13. Sensitivity to unbiased social, gender, cultural, linguistic and ethnic standards.

14. The project will be inserted within a process occurring in the area, which will contribute to strengthening the activities of other local organizations working in the same sector. 

15. Contribution to shared efforts that can be understood at a regional level, proposals for joint actions between two or more countries; at a national level, organizations in the same country presenting proposals together (for example NGOs with municipalities, community based organizations with cooperatives, etc.).

16. Regional projects or projects that are developed in more than one country on the same issue at the same time and that share methodologies. 
17. MAR Fund may support projects that may be sustainable in time, even when MAR Fund itself does not have the possibility of providing the follow-up grant.

Design and coherence of the proposal: 

1. Indication of medium and long-term objectives that can be maintained beyond the project’s period of action.

2. To be a proposal with a solid and coherent technical basis. 

3. To clearly indicate how the objectives will be attained through the proposed activities

4. To establish a clear relationship between the activities to be developed and the expected results

5. To include participative mechanisms to commit the different interest groups to the planning, design, implementation and follow-up of activities. 

6. To include the human and financial resources necessary to administrate a grant of the size and amount required, or include proposals for developing their capacity

7. To present counterpart funds in cash and in kind.

Additional criteria may be incorporated, depending on the specific conditions and circumstances of each call for proposals.
10.  Revision by the Grants Review Committee:

The executive director will send copies of the pre-approved proposals, the summary table, and the summaries included in each proposal to the members of the Grants Review Committee after sending summary table to the Board of Directors.  If the number of pre-approved proposals is too high, the documents will be divided into groups and assigned to different members of the Committee.  Each proposal will be reviewed by at least three members of the Committee.

Committee members will also be sent copies of the criteria for project selection and an evaluation sheet.  The general idea of the evaluation sheet is to guide the evaluation process and act as a reminder of the main aspects to be taken into consideration while reviewing each proposal, more than assigning a grade to each document. (Annex 5)
The Committee members will have two to three weeks to review the proposals and write their comments and recommendations on each one.  If considered necessary, the Committee members may request additional review by a specialist on a particular topic covered in a proposal.  Members of the Evaluation Committee can also be consulted for project review.  Review by a specialist will also be done on a voluntary basis, as occurs with members of the Grants Review Committee.

At the end of the revision period, a meeting of the Grants Review Committee will be held to discuss the proposals and prepare recommendations for the Board of Directors.  In addition, the Committee will provide specific comments and suggestions to all proposals. Member funds may send a person from their fund to participate in the meeting. The executive director will write the minutes of the revision session.

The Executive Director will send letters to each one of the pre-approved proposals with the comments and recommendations made by the Grants Review Committee.  The applicants must indicate in writing if they agree with the recommendations and send the requested modifications to the MAR Fund central office, in order to continue with the proposal evaluation process.

The Chair of the Grants Review Committee will present the results of the revision process to the Board of Directors.

11.  Revision by the Board of Directors:

A meeting of the Board of Directors will be held after the Grants Review Committee meeting to make the final selection of proposals.  The Chair of the Grants Review Committee will present the recommendations of the Committee in detail.

The Board will select the projects to be financed.  The Board Minutes will record the approved projects, amount authorized and comments/conditions made to the responsible party.  

The approved proposals will be sent to the Evaluation Committee for their recommendations on monitoring and evaluation issues, if they are required.

12.  Notification of results:

The executive director will notify results of each round of proposals to each project.  Letters will be made out to the project contact, with a copy to the Fund that received the project and/or will administrate it if approved. In case of projects that involve more than one country, the administrating Fund will be from the country where the project director is stationed.  Notification letters for approved and rejected projects will be sent within two weeks after the Board meeting. 

Notification letters for selected projects will include all modifications and/or conditions requested by the Board, as well as additional administrative and legal information required for the preparation of the grant agreement.  The grantee must respond in writing to agreement of said modifications and conditions and must present all required documentation prior to the preparation of the agreement.  The acceptance letter and required documentation must be sent to the corresponding Fund with copies to the executive director.

The additional requirements may include registry and/or authorization of research or project development by national/local governmental institutions, or proof that the registry or authorization process has been initiated.  These requirements will depend on the activity and the country’s legislation. If the project involves more than one country, requirements must be fulfilled for each country independently, and each governmental institution will be informed by the grantee that the project will involve multi-national work.

Grantees will have a maximum of 15 days for the completion of requirements and presentation of acceptance letter.  

13.  Grant agreements:

Grant agreements will be made out to projects that have presented the acceptance letter with agreement to the conditions indicated in the notification and compliance with the legal and administrative requirements.  

The grant agreement will indicate the name of the grantee, the amount awarded, the disbursement calendar, dates for the presentation of reports, limitations on use of the funds, project period and extent of obligations of both parties, among other information.  The approved proposal, including the timetable and the budget will be considered an annex to the agreement.  (Annex 6)
The executive director will complete grant agreement drafts for all approved projects and mail them to the respective founding member that will sign the agreement, disburse funds and provide follow-up for each project.  The founding members will print out and sign, along with the grantee, three copies of the agreements.  One copy is for the grantee, another for the founding member and the third for the executive director of the MAR Fund.  Grant agreements should be signed within 20 days after receiving the acceptance letter.

If the project is to be carried out by a contractor(s), a contract(s) is drawn up by the grantee for the founding member to ratify before the contract is awarded by the grantee. Alternatively the grant agreement will specify whether the founding member will be making disbursements directly to the contractor(s), the work having been approved by the grantee or some other competent person. 
Each founding member will keep a grant file for each grantee and approved project. The file will contain a signed copy of the grant agreement, a copy of any contract(s) signed in respect to the project, progress and or financial reports required of the grantee, field visit reports, final report and any other relevant documentation necessary to appraise the progress of the project to completion.  The executive director will also establish a grant file for all approved projects, which will include a signed copy of the grant agreement, correspondence related to the project and reports sent by the founding member on the progress of the project.

14.  Disbursements:
The executive director will make bank transfers to each founding member for the projects that each Fund will administrate.   The disbursements will be made to special accounts to be established by each Fund exclusively for MAR Fund business.  The disbursements will include the corresponding service fee for each Fund.

After every transfer, the executive director will send a communication by email or fax indicating the date of the transaction, the total amount transferred and the breakdown per approved project administrated by the Fund and the service fee.   Each Fund will notify the executive director upon receipt of the transfer by email or fax. The Fund will not necessarily receive the total approved amount in one transfer.  The total amount may be transferred in several separate events.

The founding members will transfer funds to each project according to the approved disbursement calendar.  However, before making the transfer (or check), the founding member will verify that the grantee has complied with all reporting requirements previously established.  The grantee will present a receipt upon receiving notification of each transfer or check.  The Fund will send a copy of the original receipts to the executive director and annex the original receipts to the grant file.

Of the total amount of funds approved for every project, a small percentage (between 5 and 15%) will be set aside, and transferred to the beneficiary only upon approval of the final technical and financial reports.  

All grantees must establish special accounts for MAR Fund funds.

15.  Monitoring and Evaluation:

The administrating Fund will carry out monitoring and evaluation of the projects through two procedures:  careful review of technical and financial reports presented by the grantees and field visits.  However, the overall monitoring process for a project involves more than isolated revision of a document or results of a field visit.  It implies constant communication with the grantees in order to provide support and feedback when needed, to maximize the probability of success of each individual project.
15.a.  Reporting:

Grantees must prepare periodic technical and financial reports throughout the duration of the project.  The reports will be presented in hard copy and electronically to the corresponding Fund.  After having reviewed and approved the reports, the Fund will forward an electronic copy to the executive director of the MAR Fund.

Technical reports:

An interim technical report will be presented at 6 months of project development, and every 6 months, as necessary. Reports must be presented in the required format. (Annex 7)
The final technical report will be presented 30 days after completion of the project in the required format. (Annex 8)
The administrating Fund may request complete or partial additional technical reports when considered necessary.

Financial reports:

A financial report will be presented at 6 months of project development in the required format, and every 6 months as necessary. (Annex 9).
The final financial report will be presented 30 days after completion of the project in the required format (Annex 9).
The administrating Fund may request complete or partial additional financial reports when considered necessary.

Financial reports must include copies of all invoices, and legally acceptable invoices must support every expense.  Further disbursements can only be made after approval of the corresponding financial and technical reports.  

15.b.  Field visits:

Not every project will require a field visit; this will depend on the nature of the project.  If a field visit is not required or possible, the administrating fund will make an administrative visit to the grantee’s office to follow up on project advances and administrative matters.

If a field visit is required, projects will be monitored at least once during their implementation, ideally at mid-term.  Each administrating Fund will be responsible for carrying out the field evaluation.  It may be done with in-house staff or external consultants, depending on the mechanism each Fund applies for evaluation of its own projects. However, the field evaluator will use the formats and tools required by MAR Fund for the process.     
After signing the grant agreements, the Fund will assign a field evaluator to each project.  This person must have experience on the thematic area/field developed by the project.  The field evaluator will receive a copy of the final version of the project proposal as well as any other pertinent information.  

The field evaluator will meet with the grantee and the work team at the beginning of activities to learn about the project in detail and to plan the field visit.  The field evaluator will be open to communication and consultations from the grantee.  Her/his role involves providing advice and expertise when appropriate and if feasible.  

The field evaluator will receive the field visit guidelines, which highlight the aspects that must be observed and analyzed while visiting the project.  (Annex 10) Within 20 days of the field visit, the evaluator must prepare and present an evaluation report to the Fund.  (Annex 11)  

The report will include information on how the project has progressed, on any problems that have been detected, and recommendations to be implemented. The Fund will review the report and send a copy, along with a comment on the evaluation process, to the executive director, to the members of the Evaluation Committee, and to the grantee.  The grantee will acknowledge receiving the report, and will take the necessary measures to implement the recommendations.  Subsequent technical reports will inform on advances in the implementation of the recommendations.
The administrating Funds may request the support of the Evaluation Committee members regarding specific monitoring questions for any particular project. If feasible and considered necessary a member of the Evaluation Committee may be invited to participate in the field visit.   
In case of serious and unsolvable problems that merit cancellation of a project, the Fund will meet with the grantee to inform of the situation and will notify of the cancellation in writing.  Copy of this notification will be sent to the executive director.  After notification of cancellation, no further disbursements will be made and any funds remaining in the account of the grantee at the moment of cancellation will be returned to the Fund and subsequently to the MAR Fund.

After having received the field evaluation report, the grantee will complete an evaluation feedback form, which allows her/him to comment on the field evaluation process and its usefulness for the development of the project.  (Annex 12)  This form will also let the Fund evaluate the performance of the field evaluator.  A copy of this form will be sent to the executive director.

16.  Modifications / Extension to the project:xe "16.  Modifications / Extension to the project\:"
Modifications to an on-going project may be needed due to different factors.   If the grantee needs to modify the project or the budget in any way, she/he must request authorization in writing to the administrating Fund, with a clear explanation for the requested change.  Grantees may also request a time extension for their projects, with just cause, which must be analyzed by the administrating Fund.  The modification must be approved in writing by the Fund before undertaking any changes. The exchanges of correspondence in relation to a project modification must be included in the project file. (Annex 13) 
The approved changes in any project (technical and budgetary) must be clearly included in the next report (technical or financial).

Grantees may make changes of up to 15% of the total project budget without requesting authorization.  These changes must be clearly indicated in the next financial report, and adequately backed up by the corresponding invoices.

17.  Project closing:

The administrating Fund will prepare a closing letter indicating that results of the project have been satisfactory and according to project expectations, and that all required reports and information have been properly presented after completion of a project and final approval by the Fund.  The letter will also state that no additional disbursements to the project are pending.  The grantee will acknowledge receiving the letter.  A copy of these letters will be sent to the executive director.

The executive director will reply with an indication that the project has been officially closed and that the Fund’s administrative responsibility in regard to the project has been finalized, if all required documentation (technical and financial) is complete and satisfactory. (Annex 14) 
18.  Database:

Annex 15 includes a summary table of the project cycle activities.  It is a quick reference for the project cycle manual.

Annex 16 has a time line with the project cycle key activities.
19.  Summary Project Cycle Activities:

A database of all proposals and approved projects has been established in the MAR Fund Internet portal.  The information on approved projects will be able to be modified by the executive director and the assigned officer from each Fund that will feed information on projects.  Members of the Board of Directors, the Grants Review Committee, and the Evaluation Committee will also have access to the database. (Annex 17)   The executive director will inform the members of the Evaluation Committee when the project reports have been placed on-line.

The final reports of the projects will be posted on the MAR Fund database and sent by email to the members of the Board of Directors.
20.  Annexes

Annex 1:  General Format : Calls for Proposals


MESOAMERICAN REEF FUND

  GRANTS PROGRAM INFORMATION
Introduction:

The Mesoamerican Reef Fund (MAR Fund) is a private, non-profit corporation created by four environmental funds from Belize, Guatemala, Honduras, and México as a financial mechanism for conservation and adequate resource use in the Mesoamerican Reef Ecoregion. The participating funds are:

· Protected Areas Conservation Trust (PACT, Belize)

· Fundación para la Conservación de los Recursos Naturales y Ambiente (FCG)

· Fundación Biosfera (FB, Honduras)

· Fondo Mexicano para la Conservación de la Naturaleza (FMCN)

For the purpose of the MAR Fund, the Mesoamerican Reef is defined as the system extending nearly 1000 km from the northern tip of the Yucatán Peninsula in México to the Bay Islands / Cochino Cayes complex off the north coast in Honduras.  It includes, besides the coastal and marine ecosystems, the watersheds that drain into the Caribbean in Belize, Guatemala, Honduras, and México.  The ocean extension of this ecoregion varies from approximately 40 km off the northern coast of the northern State of Quintana Roo in México, to 240 km from the Gulf of Honduras and 50 km off the north coast of Honduras at the mouth of the Aguán River.

The MAR Fund mission is to conserve the resources and natural processes in the MAR region for the benefit of present and future generations, through   management and technical and financial support for priority areas and issues such as water quality, sustainable tourism, sustainable fisheries and institutional strengthening.

Objective:
Specific objectives, priorities, and/or topics that are to be funded will be indicated in the call for proposals.   

 Eligible applicants:

The following are considered eligible grantees of the MAR Fund Grants Program:

· Governmental institutions, 

· Non-governmental organizations, 

· Community based organizations, 

· Educational/academic institutions, 

· Scientific organizations, and 

· Individual researchers.

Organizations must be legally recognized or registered at any valid governmental level in the four countries (i.e. Municipal), and they must have an operational Board of Directors.  Their headquarters must be established in any one of the four countries of the MAR region to be eligible.

Projects approved to individual researchers will be administrated through a legally established organization.

Selection criteria:

In addition to the mentioned working areas and cross cutting issues which establish the basis for defining the funding priorities, MAR Fund will be also guided by the following criteria in project selection:

1. Activities that require recurrent and long-term funding.

2. Conservation initiatives that are achieving results and a positive impact in the MAR but receive only partial funding from other sources (complementary funding).

3. Efforts carried out in priority programmatic and geographical areas in the ecoregion, which lack funding.

4. Innovative proposals and initiatives, which support the long-term conservation goals of the MAR.

5. Projects with clear leadership, which strengthen the local capabilities, not only professional but also institutional ones.

6. Projects with a multi-stakeholder approach, that creates synergies among them.

7. Projects with results that may be applicable in other communities, protected areas, or countries.

8. Projects that have an impact on ecoregional objectives even though they are developed at a local scale.

9. Projects that focus on more than one country within the ecoregion.

10. Projects that implement actions or activities included in regional plans.

11. Indication that the project being proposed is part of the work and mission of the organization, and that consequently there will be a commitment to continuity.
12. Demonstration that the proposed project is complementary with other actions in the corresponding area.

13. Sensitivity to unbiased social, gender, cultural, linguistic and ethnic standards.

14. The project will be inserted within a process occurring in the area, which will contribute to strengthening the activities of other local organizations working in the same sector. 
15. Contribution to shared efforts, which can be understood at a regional level, proposals for joint actions between two or more countries; at a national level, organizations in the same country presenting proposals together (for example NGOs with municipalities, community based organizations with cooperatives, etc.).
16. Regional projects or projects that are developed in more than one country on the same issue at the same time and that share methodologies. 

17. The MAR Fund will benefit projects that have the possibility of sustainability, even if MAR Fund itself does not have the possibility of providing the follow-up.

Grant amounts and project periods:

Each call for proposals will indicate the maximum amount of funds to be awarded per project. 

The maximum project period will be two years, but one-year projects will be favored.

Deadline for accepting proposals:

Deadlines will be established for each specific request for proposals.  No proposals will be accepted after 5:00 p.m. on that date.  If the deadline occurs on a weekend, the deadline will be extended to the following Monday, at 5:00 p.m.

Submission of Proposals:

Applicants must submit three hard copies of their proposal, as well as an electronic copy on a CD.  Copies may be sent by email, but only as backup.  Hard copies and the CD version by mail are a requirement.  Application materials, including the proposal and CDs will not be returned after the selection process.

Proposals may be submitted to any of the founding members of the MAR Fund:   

Protected Areas Conservation Trust

c/o Nayari Díaz
2 Mango Street, Belmopan City, Cayo, Belize

Email address:  nayari@pactbelize.org
Fundación para la Conservación de los Recursos Naturales y Ambiente en Guatemala
c/o Jorge Ordóñez

17 Av. “D” 0-19, Zona 15, Colonia El Maestro, Guatemala, Guatemala 01015

Email address: jordonez@fcg-gt.org 
Fundación Biosfera

c/o Khamila O’Reilly

Barrio Solares Nuevos, Av. La República, Edificio Isolina, Apartamento No. 2, Oficinas WWF, La Ceiba, Atlántida, Honduras
Email address: fbiosfera@gmail.com 

Fondo Mexicano para la Conservación de la Naturaleza

c/o  Cecilia Blasco
Calle Damas No. 49 Colonia San José Insurgentes 03900 México D.F.

Email address: cblasco@dcfmcn.org 

Proposal format:

Please refer to Annex 1 for the required proposal format and additional information that must be attached to the final document.
Project selection process:

Project proposals will be reviewed by the MAR Fund’s Technical Committee, which will make recommendations to the MAR Fund’s Board of Directors.   The Board of Directors will be responsible for approving and denying proposals.

Applicants will be notified of the selection process results through mail, fax or email.

For further questions on this request for proposals and the MAR Fund’s grant process, please contact:



Claudio González



Technical Coordinator


MAR Fund



cgonzalez@marfund.org 



tel/fax:  (502)  23857355  / (502) 2365 8985

Annex 2: Planning Grant Applicationxe "Annex 2\: Planning Grant Application"

xe "Annex 2\: Planning Grant Application"

xe "Annex 2\: Planning Grant Application"
Grants Program

Application Form for Planning Grants

I. APPLICANT INFORMATION


Project Title: ______________________________________________________


Applicant Organization: ______________________________________________


Mailing Address: ___________________________________________________


Street Address: ____________________________________________________


Telephone: ______________
Fax: ____________
Email: _____________


Principal Contact Person:_____________________________________________






(Name and position)


Telephone: ______________
Fax: ____________
Email: _____________


Alternate Contact Person:  ___________________________________________






(Name and position)


Telephone: ______________
Fax: ____________
Email: ____________
II. BRIEFLY DESCRIBE THE PURPOSE OF THE PLANNING GRANT
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

III. PLANNING GRANT BUDGET:

1. Amount requested: ____________________________

2. MATCHING FUNDS

3. SOURCE OF FUNDS

4. Proposed Planning Period Starting Date: ____________________________

5. Proposed Planning Period Completion Date: _________________________
	Activity
	Amount requested to MAR Fund
	Matching funds
	TOTAL

	1. E.g. Consultation meetings with stakeholders
	 $ 150.00
	$ 150.00
	$ 300.00

	2.
	
	
	

	3.
	
	
	

	4. 
	
	
	

	5.
	
	
	


* If additional lines are needed, please insert them.

Submitted By: __________________


Date: ___________________



(Contact Person)

MAR Fund use only

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________.

Recommended by: ______________________

Date:

Approved by: __________________________

Date:



(Executive Director)

                                                                       Annex 3.   General Proposal Format
PROPOSAL FORMAT

Instructions:

1. Before completing the application, please read the criteria for eligibility and objectives of the request for proposals, to verify whether your project qualifies for MAR Fund funding.

2. Please submit a complete application form. Incomplete applications will not be accepted. 

3. Application forms may be presented in English or Spanish.

4. Applications must be submitted before or by the end of business day of the deadline.  The deadline is the date the project application is to be received (not postmarked) at any of the addresses indicated above. Late applications will not be considered. 

PART I: PROJECT SUMMARY

1. Project Name:

2. Summary of Project:  (No more than 100 words)

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3. Project Location: (Specify as much as possible:  Municipality, town, village)
____________________________________________________________________________________________________________________________________        
4. Name of organization applying for grant, or representing potential grantee:
________________________________________________________________

5. Address of organization applying for grant or representing potential grantee:

________________________________________________________________

Phone: _________________________

Fax: _________________
E-mail: _________________________
6. Contact Person and Position  (The contact person is the one who will liaise with MAR Fund on a regular basis on the project)

________________________________________________________________
7. Address of Contact Person

________________________________________________________________

Phone: _________________________ 
Fax: _________________ 

E-mail: _________________________
8. Duration of Project  (The project should not exceed 2 years of implementation)

____________________________________________

9. Estimated Cost of Project in US$.

	Funds requested from MAR Fund
	$


	%

	Cash counterpart contribution. List all the agencies and amount of contribution.
	Name of the Donor


	Amount ($)


	%

	In kind Contribution of other organizations.  
	Name of the Donor
	Amount ($)
	%

	In kind Contribution of the organization applying for grant. 
	                                                Amount ($)

                                        
	%

	TOTAL COST
	($)
	%


* Please attach letters of commitment for cash and in kind contribution from other organizations.

PART II:  PROJECT DESCRIPTION

 10.  Introduction: 

The introduction clearly identifies the topic or problem to be dealt with, and presents a general vision of the proposed activity, its context within the MAR, and background information on previous or on-going efforts to attend the topic at hand.  It shall also include a justification of the importance of attending the issue. 

11.  Goals:

The general as well as the specific goals must be clearly stated.
12.  Project description:

This section must include the following aspects:

· Step by step process or methodology to be followed in order to achieve the proposed objectives

· Data analysis (if applicable)

· Expected results

· Specific activities required to achieve the expected results

13.  Timetable:

A detailed timetable for the activities demanded by the project, including their duration, must be presented.

	
	
	
	
	M
	O
	N
	T
	H
	
	
	
	

	OBJECTIVE AND ACTIVITIES
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


14.  Project development table:

Please complete the table in Annex 1.1 as illustrated by the example.  This table requires the definition of process and impact indicators, which will allow the beneficiary and the MAR Fund to measure the progress of the project.
15.  Monitoring and evaluation:

This section will include a description on how the project will be monitored and evaluated throughout its development.  What are the quantifiable parameters that can define if the planned activities have had impact on the problem or issue that the project wants to modify.  In other words, how will the success of the project be measured?

16.  Project budget:

The budget is an essential part of the grant application. Your budget should: (a) be reasonable, (b) thoroughly and clearly describe each item, (c) be easy to understand, and (d) be mathematically correct. Present a detailed itemized budget in US Dollars for the total project cost, with clear indications of what is being requested to the MAR Fund, what will be provided by others and administrated by the proponent (matching funds), and what is being contributed by the organization.  Indicate if the other donations have been approved or are under negotiation in footnotes to the budget.
The budget must include detailed budget notes to indicate clearly how each amount was calculated (unit costs) and need or use of the budget item.  It is important to state the matching funds in terms of the cost or percentage of total cost that will be applied to the project.  For example, if a vehicle will be used for the project, the match is equivalent to the time/proportion invested in project activities, not necessarily the total value of the vehicle.
The maximum allowable administrative cost is 10%.  Administrative costs refer exclusively to the fixed operating costs of the organization. 

At least 15% of the total budget must come from sources other than MAR Fund.  MAR Fund will consider on a case-by-case basis exception to this requirement.

Sample budget

	Budget Item
	Unit
	Unit cost
	No. of units (total)
	Amount Requested to  MAR Fund
	Amount Leveraged from Other Sources (Cash)
	Amount Leveraged from Other Sources (In-kind)
	Amount contributed by the organization
	TOTAL

	PERSONNEL

	Salaries 
	
	
	
	
	
	
	
	

	· Coordinator
	days
	$50
	90
	$1,000
	$1,000
	
	$2,500
	$4,500

	CONTRACTS

	Technical assistance
	
	
	
	
	
	
	
	

	· Capacity building 
	days
	$100
	15
	$1,000
	$500
	
	
	$1,500

	Legal assistance
	
	
	
	
	
	
	
	

	Consultants
	
	
	
	
	
	
	
	

	MATERIALS & EQUIPMENT

	Hardware 
	
	
	
	
	
	
	
	

	Software
	
	
	
	
	
	
	
	

	Boats
	
	
	
	
	
	
	
	

	Monitoring gear
	GPS
	$500
	4
	$1,000
	$500
	
	$500
	$2,000

	
	Echo sound
	$2,000
	1
	$500
	$1,000
	
	$500
	$2,000

	Furniture
	
	
	
	
	
	
	
	

	TRAVEL

	Per diem 
	
	
	
	
	
	
	
	

	Fuel
	gallons
	$3.75
	1500
	$2,500
	$2,500
	
	$625
	$5,625

	Air tickets
	
	
	
	
	
	
	
	

	OFFICE EXPENSES

	Communication expenses (phone, internet, fax)
	
	
	
	
	
	
	
	

	Office supplies
	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	
	


Please include a disbursement calendar, considering three disbursements throughout the life of the project, in which the final disbursement is equal to 10% of the total grant amount, and which will be received after the final technical and financial reports have been reviewed and approved. 
	DATE
	PERCENTAGE
	AMOUNT US$

	
	
	

	
	
	

	
	10%
	

	Total
	
	


17.  Project sustainability:

Briefly indicate how the project or process will have continuity after the project period and MAR Fund funding is over.

18.  Bibliography:

Include a complete list of all references and literature cited.

Annexes:

As attachments to the proposal, the following information must be included:
· In the case that project applicants are co-administrators of protected areas; the latest signed co-management agreement must be attached.  

· A list of people that will participate in the development of the project and each one’s responsibilities.  Attach short biographies of each one.

· Incorporation documents and bylaws of the organization will be required for approved projects. Do not attach.
Additional information:

The proposal cannot exceed 15 pages, excluding the Project Summary and annexes.  Any additional information, such as maps, must also be presented as annexes to the proposal. 

Approved proposals may be requested to present registry and/or authorization of research or project development by national/local governmental institutions, or proof that the registry or authorization process has been initiated.  These requirements will depend on the activity and the country’s legislation. If the project involves more than one country, requirements must be fulfilled for each country independently, and each governmental institution will be informed by the grantee that the project will involve multi-national work.  Required permit costs may be included in the budget.

 Annex 3.1  Project Development Tablexe "Annex 3.1  Project Development Table"
PROJECT DEVELOPMENT TABLE

(EXAMPLE)
To complete the table, include the following information under the columns:

· Goal*:  copy the specific objectives as indicated in the “Objectives” section of the proposal. A specific statement detailing the desired accomplishments or outcomes. Realization of objectives should lead to the fulfillment of the overall goal. A good objective meets the criteria of being impact-oriented, measurable, time limited, specific, and practical.

· Outputs/Expected result:  detail the expected result(s) for each objective listed in the previous column.  Make sure the results are the same as those included in the ‘Project Description’ section.

· Activity*: A specific action or set of tasks undertaken to reach each objective. A good activity meets the criteria of being linked, focused, feasible, and appropriate. Detail each activity that must be developed in order to obtain the expected results and the desired objective.  This information must also agree with the information detailed in the body of the proposal.

· Time unit:  Each proponent can define the time units for the project, and more can be added to the table if considered necessary.  Indicate, for each activity, in what time unit it will be developed.

· Performance Indicator*: Measures the degree to which activities have been implemented. Define the indicator for each activity. 

· Impact Indicator*: Measures changes in the state of the underlying system. If applicable, define the indicator for each activity.
· Assumptions & risks**: What, if any, preconditions need to be met before the project starts. The important events, conditions, or decisions necessary for the sustainability in the long run. 
· % Completion:  This column will be completed for presentation of technical reports.  The grantee will indicate what percentage of each activity has been developed during the report period.
*Foundations of Success. 2007. (www.fosonline.org), An Introduction to Monitoring and Evaluation.

**Protected Areas Conservation Trust (PACT). The Logical Framework.
Name of the Project:  Interpretive Program in Cayos Cochinos
Time unit (month, quarter):  quarters
The time units are:  Quarters

1. January 1 to March 31

2. April 1 to June 30

3. July 1 to 30 September

4. October 1 to December 31

	Goal
	Outputs/Expected Result
	Activity
	Time Unit
	Performance indicator
	Impact Indicator
	Assumptions & risks
	% of Completion

	
	
	
	1
	2
	3
	4
	
	
	
	

	To provide information on the ecology and importance of Cayos Cochinos to visitors
	1.  A marine interpretive route has been established


	1.  Design of the route
	X
	
	
	
	Map of the final route
	
	
	

	
	
	2.  Design of the interpretive booklets
	
	X
	
	
	Draft of the final booklet content and art
	
	
	

	
	
	3.  Printing of interpretive booklets
	
	
	X
	
	2,300 booklets printed
	
	
	

	
	
	4.  Distribution of booklet and training of tourist guides on their use
	
	
	
	X
	3 training workshop

50 tourist guides trained
	
	
	


Annex 4.  Example of Letter non-acceptance
LOGO







Date

XXXXXXX

XXXXXX

XXXXXXXXXXX

Dear XXXXX:

We have received and reviewed your proposal titled “xxxxxxxxxx xxxxxxxxxxxxxxx xxxxxxxxx”.  We believe your project idea is very interesting and will lead to important results.   However, we are sorry to inform you that for the time being we cannot proceed with the institutional revision process because (select:  your documentation is incomplete or your proposal does not address the topics currently financed by the Mesoamerican Reef Fund).

Thank you for having considered the Mesoamerican Reef Fund for the presentation of your project.  We remind you that you can apply for the next call of proposals, which will be notified in our webpage (www.marfund.org), and wish you luck in the development of your project.







Sincerely,







XXXXXXXXX







Name of Member Environmental Fund

                                                  Annex 5.  Proposal Evaluation Sheet
MESOAMERICAN REEF FUND

PROPOSAL EVALUATION SHEET

NAME OF CALL FOR PROPOSALS

This format is a guide to help you analyze and evaluate the project proposals presented to the MAR Fund.  

Correlative number:

Proposal title:  

Organization:

Total project cost:


   

Amount requested to the MAR Fund:

Country:

Reviewed by:  (Group No.)

Instructions:

After having read each proposal, please write your comments to the questions and issues indicated below.  Please present concise comments but avoid yes or no answers.  Grade each issue by applying a score of 1 to 3 according to the following scale:

Good (high)


3

Regular (medium)

2

Poor (low)


1

N/A

Although the project selection will involve a detailed discussion on every proposal, and your comments and recommendations are the most valuable input for this exercise, the grade you give the projects may be a useful tool to help you prioritize the proposals.

1.  Structure and coherence of the proposal:


a. Have the goals been clearly stated?


b. Are the project idea and/or methodology innovative?

c. Is the project design (methodology and activities) adequate for attaining the desired results?

d. Can the expected results be measured?   


e. Is the period assigned for the development of the project adequate to reach the goals and obtain the expected results?

f. Does the project development table include adequate indicators, that can be measured and that are coherent with the goals?


g. Do the personnel that will develop the project seem to have the required capacities and experience?


h. Is the budget clear, reasonable, and does it reflect the needs of the project?

i. Does the project have matching funds from other sources?

2.  Participation:

a. If applicable, does the project process (from planning to execution) actively involve the local communities?

b. If applicable, will the information obtained through the project be devolved to the communities?

c. If applicable, does the project provide learning and/or capacity building opportunities for local communities?

3.  Relevance of project for the topic of the request for proposals:


a. Will the expected results be of relevance to the topic of the request for proposals?

b. Does the project provide opportunities for replication and/or continuity?


c. Are the results of the project particularly relevant to the MAR ecoregion?

d. Are the expected results important and/or urgent for the MAR ecoregion?

e. Does the project have a high probability of success?

4. Provide an outline of the basis for acceptance or rejection of the proposal:

Conclusions:  Select one of the following conclusions and provide your comments:

a. RECOMMENDED for support

b. RECOMMENDED WITH MINOR CLARIFICATIONS:  Well-qualified applicant, but clarifications or minor modifications are needed.

c. NOT RECOMMENDED for support

Final comments and suggestions to the applicant:

       Annex 6.  Grant Agreement
MESOAMERICAN REEF FUND
GRANT AGREEMENT

AN AGREEMENT made the ____________ day of __________________, 200_ BETWEEN the Mesoamerican Reef Fund (hereinafter called MAR Fund), represented by ______________, of ___________________on the one part and the _____________of address __________________ (hereinafter called "the Grantee") on the other part.

WHEREAS the Board of Directors of the MAR Fund may finance projects developed by individuals and organizations that conserve the resources and natural processes in the MAR region for the benefit of present and future generations;

AND WHEREAS the Grantee has requested and MAR Fund has agreed to make a grant upon the terms entered in the approved project and subject to the conditions contained herein;

AND WHEREAS the Grantee is the implementing agency of the project entitled ____________________ and MAR Fund has agreed to make a grant of _________________ (US$___________) upon the terms entered in the approved project. 

NOW THEREFORE, it is hereby agreed between the parties as follows:

1.  Project implementation.

The project will be developed by ____________ in accordance to the project proposal and budget, which have been approved by the Board of Directors of the MAR Fund.  The approved proposal and budget, and any modifications to them requested by either the MAR Fund or the Grantee and approved by the other party, will be considered part of the support documentation of this agreement.
2.  Terms of the agreement.

a. The grant amount shall be used exclusively for the development of the approved project.

b. The person(s) that sign the agreement are responsible for the development of the project, as well as for the correct administration and management of the funds provided by MAR Fund.

c. The Grantee shall use the funds provided under this Agreement only for reasonable allowable costs in the project budget and may reallocate sums for any major budget category in the approved budget for an overall amount no larger than 15% of the total grant.  For larger modifications, the Grantee must submit a written request to the MAR Fund, who will reply in writing on its decision.

d. Any balance of funds after the project has been completed must be reported to the MAR Fund.   A written request on use of the balance can be presented to the Fund.

e. All project equipment and materials purchased with this grant will be included in the inventory of the organization and assigned a number and value.

f. The MAR Fund will assign an evaluator to monitor the project process.  The Grantee will be in touch with the evaluator and will jointly agree on a field visit date.  The cost of the monitoring process will be covered by the MAR Fund.

g. If the project does not progress according to the proposed plan, the Grantee must take into consideration the recommendations and modifications offered by the evaluator and/or the MAR Fund.  

h. The financial support provided by MAR Fund will be acknowledged in publications and public presentations developed by the Grantee, with the inclusion of the MAR Fund logo in any written, electronic or audiovisual materials.

i. MAR Fund will have free access to maps, pictures, films, videos or any other written, electronic or audiovisual material produced by the project.  The author(s) of the materials will be duly acknowledged.

j. The Grantees will provide MAR Fund with five (5) copies of any written materials produced by the project (thesis, books, brochures, posters, etc.)

k. Prior to producing any commercial film or publication from the results of this project, the conditions must be discussed and agreed to with MAR Fund.

l. The Grantee shall not use any money granted it by MAR Fund to influence the outcome of any public election or to undertake any activity not agreed to with MAR Fund as per the project document.

m. MAR Fund is entitled to suspend disbursements or cancel the project for non-fulfillment by the Grantee of the obligations set forth in the grant agreement or for non-compliance to the approved project activities or for incorrect use of the approved funds. This is notified to the Grantee through the Representative of the MAR Fund. Reasons for suspension will be cited in the notification with any other information with regards to the future of the project. If the Grantee wishes for this decision to be reconsidered, he or she may do so by sending a written statement to the Executive Director of the MAR Fund.  The recommendations of the Executive Director and the Technical Committee will be taken to the Board of Directors, who will make the final decision on the project.  

n. MAR Fund has the right to audit the project if it is considered necessary.

o. If the MAR Fund cancels the project, it may request the full or partial repayment of the grant.

3.  Disbursements.

a. The Grantee shall keep all moneys granted under this Agreement in a separate bank account and shall also keep separate and accurate financial records with respect to such moneys for at least three years after the expiration of this Agreement.

b. Adequate supporting documentation is to be maintained to allow verification of all grant receipts and disbursement. These records are to be made available for inspection by an officer in representation of the MAR Fund.  The Grantee shall at all reasonable times make such records available to the MAR Fund.

c. The total amount approved, of US$ ________ will be disbursed in two payments, as indicated in the following schedule:

	Disbursement
	Amount
	%
	Condition

	First disbursement
	
	
	Upon signature of the grant agreement

	Second disbursement
	
	
	Presentation and approval of final  technical and financial reports

	TOTALS
	
	
	


4.  Reports.

The Grantee will complete and present technical and financial reports on the dates indicated below.  MAR Fund will provide the formats for the presentation of reports.  Financial reports must include copies of invoices and receipts.  All expenses must be supported by a legally acceptable document (invoice or receipt).

	Period to be reported
	Presentation date for reports

	_____________________

Interim technical and financial reports.
	____________



	______________________

Interim technical and financial reports.
	_____________



	Complete project period from 

________________________

Final technical and financial reports
	_________________




5.  Communication among the parts.

The Grantee shall communicate in writing (post, fax or email) all issues, advances or problems related to the implementation of the project.  Notifications by the MAR Fund will also be sent in writing (post, fax or email).

6.  Additional conditions.

a. The relationship between the parties under this Agreement shall not be that of employer/employee, partnership, or joint venture and neither party shall create any obligations on behalf of the other.

b. MAR Fund shall not be responsible for any loss, damage, claim or other liability arising out of the Grantee's activities under this Agreement. 

c. Either party may terminate this Agreement by giving one month’s written notice to the other party.

d.  MAR Fund shall not be liable for any expenses incurred after the termination of this Agreement.

e. Any dispute or difference arising between the parties under this Agreement that cannot be settled by mutual consultation shall be referred to arbitration in accordance with the Laws of the United States of America.

7.  Time limit.

The period of this Agreement will be ____months beginning on the date of the first disbursement to the Grantee.

IN WITNESS WHEREOF, the parties hereto have signed this Grant Agreement today, DATE.

Annex 7.  Interim Technical Report
MESOAMERICAN REEF FUND

INTERIM TECHNICAL REPORT
1.   Title page:

· Project Number

· Project name

· Grantee

· Author of the report

· Address

· Period covered in the report and date of presentation

2. Executive summary to date:  briefly describe activities and results to date.  Complete executive summary for final report.
3. Goals:  copy the goals of the project, as established in the approved proposal.

4. Project progress:  

· Indicate if the originally planned methodology still applies or if it has been modified.  In case of the latter, explain why and what the changes are.
· List the results/advances/products to date by planned activity.
· Indicate the advance of the project in relation to the original timetable and explain the reason for any delays there may have been.
5. Obstacles:  Indicate if there have been any obstacles to the development of the project that have prevented achieving the planned goals or complying with the timetable, and how you have solved or plan to solve the situation.

6. Links with other organizations:  Describe any alliances established as a result of the project development.

7. Description of activities for next period:  Briefly describe the activities that will be undertaken in the next period.  

8. Project development table:  Complete the project development table for the period being reported by indicating percentage of accomplishment of indicators/products.  Please add any new activities and their indicators/products.

Please attach graphic materials and publications that illustrate the results and are samples of the project products.

Annex 8.  Final Technical Report
MESOAMERICAN REEF FUND

FINAL TECHNICAL REPORT

The final technical reports must include all items of the interim technical reports except item 7.  The following issues must also be responded in detail:

9.  Lessons learned:  Emphasize, besides the technical issues, the social and administrative aspects that may be useful in future projects regarding the same topic or developed under similar conditions.    

10.  Effects of the project:  Have the results of the project promoted environmental, social or economic changes?  How was this determined/measured?

11.  Communication of results:  What mechanisms have been used or will be used to communicate the results, and to what audiences?

12.  Project continuity: Will the processes established by this project continue operating?  How will it be done?  Who will provide follow-up?

Please attach graphic materials and publications that illustrate the results and are samples of the project products.
Annex 9.  Financial Report Formats  

MESOAMERICAN REEF FUND

FINANCIAL REPORT FORMATS
Instructions for completing the financial reports:

1. Project Number:  include the number assigned to the project by the MAR Fund representative

2. Project Name: as stated in the approved proposal

3. Grantee:  name of beneficiary organization

4. Author of report:  name of person responsible for compiling the information, elaborating and presenting the report

5. Report period:  indicate beginning and ending date of period being reported

6. Expenses:

a. Budget items:  list the budget items indicated in the approved budget

b. Approved budget:  insert the total amounts per budget item

c. Expenses:

i. First Report:  total expenses incurred by budget item during the first reporting period

ii. Second Report:  total expenses incurred by budget item during the second reporting period

iii. Final report:  total expenses incurred from the end of the second reporting period until project finalization

d. Accumulated to date:  total expenses incurred since the beginning of the project.  This column will be accumulative throughout project duration.

e. Balance:  balance by budget item for each reporting period

7. Summary:  

a. Amount received:  

i. This period:  amount received from MAR Fund during this reporting period

ii. Accumulated to date:  total amount received to date from MAR Fund

b. Previous balance:

i. This period:  total balance carried over from previous periods

c. Total expenses:  

i. This period:  expenses corresponding to this reporting period

ii. Accumulated to date:  sum of expenses of all reporting periods, including this period

d. Balance:  

i. This period:  funds left over, that were not used during this reporting period

e. Reimbursement:  indicate amount to be reimbursed to MAR Fund at the end of the project, if that is the case, and only in the final financial report.  Include check number and attach the deposit slip.

8. Date of completion of report

9. Signature of author of report: signature of person responsible for compiling the information, elaborating and presenting the report

10. Detail of expenses:  list individual expenses by date, with the following information:  date, number of invoice/receipt, amount in local currency, exchange rate, amount in US Dollars.

Financial reports must include photocopies of all invoices/receipts.  Please present them taped to sheets of paper (recycled paper is fine), organized by date.  

Reports that do not have the information requested in these formats and do not present adequate support documents, such as invoices or receipts, will not be accepted.

MESOAMERICAN REEF FUND

FINANCIAL REPORTS
	1. Project Number:
	

	2. Project Name:

	3. Grantee:

	4. Author of report:

	5. Report period:


	
	
	
	  6. EXPENSES
	
	
	

	
	
	1ST REPORT
	2ND REPORT
	FINAL REPORT
	ACCUMULATED TO DATE
	

	Budget Items
	Approved budget
	Expenses
	Expenses
	Expenses
	Expenses
	BALANCE

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	TOTAL  
	
	
	
	
	
	

	
	 
	
	
	
	
	

	7. SUMMARY
	
	
	This period
	Accumulated to date
	
	

	Amount received
	
	
	
	
	
	

	(-)(+) previous balance
	
	
	
	
	
	

	Total expenses this period
	
	
	
	
	
	

	Balance
	
	
	
	
	
	

	Reimbursement Bank:
	Check No.
	
	
	
	
	


8.  Date of completion of report:  ___________________________________

9.  Signature of report author:     ___________________________________

10.  DETAIL OF EXPENSES

	No. and name of project:



	Grantee:



	Report period:




	Date
	Doc. Number
	Budget Category
	Item description
	Expenses in local currency (XX)
	Exchange rate
	Expenses in US Dollars

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	TOTAL
	
	
	


Annex 10.  Field Visit Guidelines
MESOAMERICAN REEF FUND

FIELD VISIT GUIDELINES
Please find below a series of questions to guide your field visit to the project you will evaluate.  Prior to the field visit, you will have met the grantee and possibly several members of their staff.  You will also have been provided with the approved project proposal and the first technical and financial reports.

The purpose of this evaluation process is to determine how the project is progressing and how it can be supported to achieve the expected results.  MAR Fund considers this process as an opportunity for improvement of the project.  Your advice on the methodology, analysis of results, and the project development in general will be very valuable to the grantee.
Guiding questions:

1. Is the project working towards achieving the goals established initially?

2. If there was a change of focus in relation to the initial goals, is it reasonable given the current circumstances surrounding the project?

3. Is the methodology the most adequate given the goals, expected results, and the conditions of the area where the work is developed? If not, what methodological changes do you recommend to achieve the objectives?

4. Are the indicators for the different activities adequate to measure progress? If not, what other indicators can you recommend to evaluate project progress?

5. Is the grantee making use of the indicators to measure project progress? If not, how is the grantee measuring project progress?

6. Do you think the team developing the project is adequately trained and in the capacity to undertake the activities involved?

7. Has the project developed according to the proposed timetable? If not, why have there been changes?

8. What is the condition of equipment, installations, and constructions?  Are they where they should be and in good condition?  Are they being used adequately?

9. What are the possible circumstances that have affected (positively or negatively) the advance of the project?

10. Is the grantee communicating results adequately?

11. If applicable, is there ample participation in the project (i.e. community participation), besides the project team? 
                                                                                                                               Annex 11.   Monitoring Report
MESOAMERICAN REEF FUND

MONITORING REPORT
The field visit reports must be made out according to the format indicated below.   Please attach any pictures that may illustrate the conditions of the project and any additional information you consider important.

Project No.:

Project name:

Grant Agreement No.:

Budget assigned:

Budget spent:

Evaluator:

Date of field visit:

Date of report:

_______________________________________________________________

1. Goals of the project:

2. Methodology (comments and appropriateness of the applied methodology):

3. Expected results:

4. Foreseen impacts of the project:

5. Compliance with the timetable:

6. Project development table (complete up to the time of the visit):

7. Equipment, installations, constructions:

8. Circumstances that have affected the development of the project (positive and negative:

9. Communication of results and social participation:

10. Overall evaluation of the project:

11. Additional identified outcomes, besides the established goals and results:

12.  Recommendations (please include the following):

· Comparison between project development to date and the approved goals and expected results.

· Potential project risks.

· Project’s long term sustainability.

· Clear and precise recommendations for the project. 

Administrative status:

	Budget item
	Approved  budget
	Expenses to date
	Observations

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	TOTAL
	
	
	


Annex 12.   Monitoring Feedback Form
MESOAMERICAN REEF FUND

MONITORING FEEDBACK FORM
All grantees that have been monitored in the field are asked to complete this form.  Your answers will help us fine-tune and improve the field monitoring process for projects funded by the MAR Fund. 

Please bear in mind that MAR Fund can only program one field visit per project for the time being.

Project No.:

Project Name:

Grantee:

Name of person that completes the questionnaire:

Date:

1. Do you think the field visit was timely in terms of the project development? 

2. If not, in what period of your project development would you have preferred the visit?   

3. Did the evaluator provide helpful observations and recommendations during the field visit and in the monitoring report?

4. Do you consider that the evaluator has the necessary capacities and was sufficiently prepared to monitor your project such as yours?

5. Can you recommend other people to monitor projects that cover the same topics as yours?  

6. Was the monitoring report useful for you and the project development?  How so?  Were you able to apply or put into effect the recommendations offered by the evaluator?    

7. Was there any aspect of your project that you think was not adequately reviewed or monitored?

8. What are your recommendations to the field monitoring process to make it a more useful activity for the projects?

9. What aspects of the field monitoring process do you consider unnecessary or not useful?  




    Annex  13.  Example of a Contract Extension/Modification Letter
Annex 13 1
xe "Annex  13.  Example of a Contract Extension/Modification Letter"
MESOAMERICAN REEF FUND

Date

XXXXXX

XXXXXX

XXXXXXXXX

Dear XXXX:

According to the contract XXXX, that establishes the terms of the agreement between XXXXXXX and MAR Fund, represented by XXXXX, and according to your request, MAR Fund accepts to modify the contract as follows:

a) Project implementation:  The following general project/budget modifications have been accepted:

· XXXXXXXXXX

· XXXXXXXXXX

Annex 1 has a detailed description of the accepted modifications. 

b) Project period:  the new period will be from XXXXX to XXXXX.

c) Reports:  The Grantee will complete and present technical and financial reports on the dates indicated below.  

	Period to be reported
	Presentation date for reports

	XXXXXX to XXXXXXX Interim technical and financial reports
	XXXXXXX

	XXXXX  to XXXXXX  Interim technical and financial reports
	XXXXXXX

	Complete project period from XXXX to XXXXXX  Final technical and financial reports
	XXXXXXX


All other terms included in the original contract remain unaltered.  

If you are in agreement with the terms of this letter, please sign at the bottom.

Regards,

XXXXXX

I agree to the modifications and the terms of the letter:

____________________

XXXXXXX

Date: _______________

Annex 14. Closing Letterxe "Annex 14. Closing Letter"
MESOAMERICAN REEF FUND

Date

XXXXXX

XXXXXX

XXXXXXXXX

Dear XXXX:

Thank you for your letter dated XXXXX on the final technical and financial reports for the project “XXXXXXXXXXXXXXXXXXX”.  I am pleased to inform that they have been reviewed and approved by the MAR Fund Administration.  The documentation is complete and satisfactory.

We acknowledge that the project has been officially closed and your administrative responsibility in regard to this project has been finalized. We appreciate your cooperation and diligence in monitoring and carrying out this process. It would not have been possible without your full support.

Sincerely yours,

XXXXXXXXX

Executive Director

c.c.    XXXXXX


Annex 15. Summary Project Cycle Activitiesxe "Annex 15. Summary Project Cycle Activities"
	No.
	Stage Process
	Responsible
	Action

	 
	 
	 
	 
	 

	1
	Call for Proposals
	MAR Fund
	a.
	It will be posted on the MAR Fund webpage and will be sent to the four founding members for their distribution at the national level.

	 
	 
	 
	 
	 

	2
	Planning Grant
	MAR Fund
	a.
	It will be included, when available, into the Call for Proposals format.

	 
	 
	 
	 
	 

	3
	Planning Grant Proposals
	Applicant
	a.
	Are submitted by email to the MAR Fund central office c/o the Technical  

	
	 
	 
	 
	Coordinator.

	
	 
	 
	 
	 

	
	 
	MAR Fund
	b.
	If the grant is approved Mar fund will transfer funds to the member funds.

	
	 
	 
	 
	 

	
	 
	Applicant/MAR Fund
	c.
	Applicant will send a receipt to the member fund and the member fund sends copy to the MAR Fund central office.

	
	 
	 
	 
	 

	4
	Proposals
	Applicants
	a.
	Are presented   at the MAR Fund's or founding member's offices, three hard copies as well as an electronic copy on CD.  They can also be submitted through the on-line format on the MAR Fund web page.

	 
	 
	 
	 
	 

	5
	Processing of Proposals
	MAR Fund
	a.
	Prepares a summary table of proposals and sends to Board of Directors and Grants Review Committee.

	 
	 
	 
	 
	 

	 
	 
	Grant Reviews Committee
	b.
	Grants Review Committee meeting:

	 
	 
	 
	 
	*  Review of proposals.

	 
	 
	 
	 
	*  Project recommendations for the Board of Directors.

	 
	 
	 
	 
	 

	 
	 
	Board of Directors
	c.
	Final selection of proposals

	 
	 
	 
	 
	 

	 
	 
	Evaluation Committee
	d.
	Makes recommendations on monitoring and evaluation issues for approved proposals.

	 
	 
	 
	 
	

	 
	 
	MAR Fund
	e.
	Notifies results of each proposal, with  copy to the  the administrator fund.

	6
	Grant Agreement
	Applicants
	a.
	Reply  and send required documents directly  to the administrating fund, with  copy to MAR Fund. 

	 
	 
	 
	 
	 

	 
	 
	MAR Fund
	b.
	Prepares the grant agreements and sends  them to the respective administrating fund.

	 
	 
	 
	 
	 

	 
	 
	Administrating Fund
	c. 
	Signs grant agreements  with the grantee.  (1 copy for the grantee, 1 copy por the founding member and 1 copy  for the MAR Fund.) 

	7
	Disbursements
	MAR Fund
	a.
	Makes bank  transfers to each administrating fund  for the total amount of projects, including the corresponding service fee for each fund. 
	

	 
	 
	 
	
	 
	

	 
	 
	 
	b.
	Sends  communication by email or fax indicating the date of transaction, the total amount,  and detail of transfer. 
	

	 
	 
	 
	
	 
	

	 
	 
	Administrating Fund
	c.
	Notifies reception  of  transfer by email or fax.
	

	 
	 
	 
	
	 
	

	 
	 
	 
	d.
	Transfers funds to each approved project, according to disbursement calendar.  
	

	 
	 
	 
	 
	 
	

	 
	 
	Grantee
	e.
	Presents a receipt for the amount. 
	

	 
	 
	 
	 
	 
	

	 
	 
	Administrating Fund
	f.
	Sends the original receipts to MAR Fund and annexes copies to each grant file. 
	

	 
	 
	 
	 
	 
	

	 
	 
	Administrating Fund
	g.
	A small  percentage of  total amount of each project (between 5 and 15%) will be set aside, to be transferred upon approval of the final  report. 
	

	 
	 
	 
	 
	 
	

	8
	Monitoring and Evaluation
	 
	 
	 

	 
	 
	 
	 
	 

	 
	8.1.   Reports
	Administrating Fund
	a.
	Receives, reviews and approves reports.  

	 
	 
	 
	b.
	Sends electronic  copy   of approved reports to the MAR Fund.  

	 
	 
	 
	 
	 

	 
	8.2.  Field Visits
	Administrating Fund
	a.
	Assigns a field evaluator  to each project. 

	 
	 
	 
	 
	 

	 
	 
	Evaluator
	a.
	Contacts and meets with the beneficiary at the beginning of  activities. 

	 
	 
	 
	b.
	Plans the field visit at mid-term of the project. 

	 
	 
	 
	c.
	Uses the MAR Fund's field visit guidelines. 

	 
	 
	 

 

 
	d.
	Prepares  an evaluation report and sends to the administrating fund.  

	 
	 
	
	 
	*If a field visit is not feasible or necessary, depending on the nature of the project, the administrating fund will make an administrative visit to the grantee’s office.  

	 
	 
	
	 
	*If feasible and necessary, the administrating Funds may request the support of the Evaluation Committee members regarding specific monitoring questions for any particular project. If feasible and considered necessary a member of the Evaluation Committee may be invited to participate in the field visit. 

	 
	 
	Administrating Fund
	a.
	Reviews report and sends a copy to the grantee, to the Evaluation Committee,  and to  the MAR Fund. 

	 
	 
	 
	 
	 

	
	
	Grantee
	a.

b.
	Acknowledges receiving the report.

Completes an evaluation feedback form and sends to administrating fund.

	 
	 
	Administrating Fund
	a.
	Sends a copy of feedback form to the MAR Fund.

	 
	 
	 
	
	

	 
	 
	 
	 
	 

	 
	 
	
	
	

	9
	Modifications to the project
	Grantee
	a.
	Requests  authorization for  technical and budgetary modifications    in writing to the administrating fund. 

	 
	 
	 
	 
	 

	 
	 
	Administrating Fund
	a.
	Evaluates  and approves or rejects requested modifications. 

	 
	 
	 
	 
	 

	 
	 
	Note:
	 
	 

	 
	 
	Grantees may make changes of up to 15% of the total project budget, without requesting authorization. 

	10
	Closing the Project
	Administrating Fund
	a.
	Prepares a closing letter  to the grantee with copy to the  MAR Fund. 

	 
	 
	MAR Fund
	b.
	Sends a letter to the administrating fund indicating that the fund's administrative responsibility  in regard to the project has been finalized. 


Annex 16.  Time Line Project Cycle Process 
	Tentative Time Line Project Cycle Process (Maximum)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	No.
	Activity
	Week

	 
	 
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20
	21
	22
	23
	24
	25
	26
	27
	28
	29

	1
	Publication of call for proposals
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 
	 

	2
	Planning grant
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3
	Decision on the planning grant 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4
	Second deadline (for pending documentation)
	 
	
	
	
	
	
	
	
	 
	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 
	 

	5
	Proposal pre-revision process
	 
	
	
	
	
	
	
	
	
	
	 
	 
	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 
	 

	6
	Summary table to the BoD and Grants Review Committee
	 
	
	
	
	
	
	
	
	
	
	
	
	
	 
	 
	
	
	
	
	
	
	
	
	
	
	
	
	 
	 

	7
	Evaluation of proposals by Grants Review Committee
	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 
	 
	 
	
	
	
	
	
	
	
	
	
	 
	 

	8
	Grants Review Committee meeting to discuss proposals and make recommendations 
	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 
	
	
	
	
	
	
	
	
	 
	 

	9
	Send recommendations made by the Grants Review Committee to the pre-approved proposals.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	10
	Recommendations are presented to the BoD and Board selects projects to be financed
	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 
	
	
	
	
	
	
	
	 
	 

	11
	Evaluation Committee makes additional comments and recommendations 
	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 
	 

	12
	Notification of results
	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 
	 
	
	
	
	
	
	 
	 

	13
	Completion of requirements and presentation of acceptance letter by grantees
	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 
	 
	
	
	
	 
	 

	14
	Signing of the grant agreement
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


Annex 17.  Project Database Fields
MESOAMERICAN REEF FUND

PROJECT DATABASE FIELDS
ALL PROPOSALS PRESENTED TO THE MAR Fund:

· Correlative number

· Title of proposal

· Institution

· Institution address (physical address)

· Institution phone

· Institution fax

· Institution e-mail

· Institution register number

· Contact/project developer (name)

· Contact address (physical address)

· Contact phone

· Contact Fax

· Contact e-mail

· Geographic area

· Countries (Mexico, Belize, Guatemala, Honduras), can be more than one

· Specific region/area  (municipality, town, community)

· Thematic area (tourism, fisheries, pollution, watershed management, protected areas, environmental education, training, institutional strengthening, priority areas, sustainable use of resources, species conservation, environmental restoration, environmental policy and legislation)

· Level (1 or 2)

· Budget:

· Total project budget (in US $ and local currency – pesos, Bz dollars, quetzales, lempiras)

· Amount requested (in US $ and local currency – pesos, Bz dollars, quetzales, lempiras)

· Matching funds  (in US $ and local currency – pesos, Bz dollars, quetzales, lempiras)

· Source(s) of matching funds

· Project period

· Approved / Not approved / Under revision

APPROVED PROPOSALS ARE LINKED TO ANOTHER, MORE DETAILED, DATABASE: 

APPROVED PROPOSALS:

The previous information, plus:

Administration:

· Correlative number

· Administrating Fund (FMCN, PACT, FCG, FB)

· Fund officer in charge (assigned person per fund)

· Date of project approval (day, month, year)

· Beginning date

· End date

· Number of grant agreement

· Date of grant agreement approval (day, month, year)

· Amount approved (in US$ and local currency – pesos, Bz dollars, quetzales, lempiras)

Project goals:

· Space for several goals
· Key words

Disbursements:

	
	1st
	2nd
	3rd
	4th
	Additional disbursements

	Date
	
	
	
	
	

	Amount
	
	
	
	
	

	Check/Transfer No.
	
	
	
	
	

	Comments
	
	
	
	
	


Reports:

· Report calendar   

	Type of Report
	1st report
	2nd report
	Final report

	Technical 
	
	
	

	Financial
	
	
	


· Technical reports

	Aspect
	1st report
	2nd report
	Final report

	Presentation date
	
	
	

	Results (summary bullets)
	
	
	

	Special conditions (e.g. delays)
	
	
	

	Comments (e.g. advances as expected, was asked to correct and detail report, impacts etc.)
	
	
	


· Electronic final technical report available to external users  (LINK to publications)

· Financial reports

	Summary
	1st report
	2nd report
	Final report

	
	This period
	Accum. To date
	This period
	Accum. To date
	This period
	Accum. To date

	Presentation date
	
	
	
	
	
	

	Amount received
	
	
	
	
	
	

	(+) (-) Previous balance
	
	
	
	
	
	

	Total expenses in period
	
	
	
	
	
	

	Balance
	
	
	
	
	
	

	Reimbursement

Check No. 
	
	
	
	
	
	


Field Visits:

· Date of field visit    

· Assigned evaluator

· Evaluator address

· Evaluator phone

· Evaluator fax

· Evaluator e-mail

· Results of field visit  (comments in bullets)

· Results of evaluation feedback form (comments in bullets)

Project Closing:

· Date of closing letter

· Status at closing (satisfactory, unsatisfactory, cancellation)

� This is the minimum established fee.  Specific situations will be analyzed separately. 






