FOREST CONSERVATION BOTSWANA
OPERATIONS MANUAL 
1.0 INTRODUCTION

The Tropical Forest Conservation Fund is aimed at funding activities designed to conserve, maintain and restore the forests of Botswana in accordance with the terms of the Tropical Forest Agreement, Botswana Forest Act and policy and the Forest Conservation Order. The supported projects should have a positive impact on the environment in general and should be sustainable. The supported projects should also contribute towards the diversification of the production base and generate incomes for the promoters and create employment for Batswana.
The major constraints for forest conservation in Botswana include, uncontrolled veldt fires, overgrazing, damage caused by wildlife, over exploitation of forest resources, expansion of agriculture, improper agricultural activities and adverse climatic conditions.
Forests and woodlands provide essential social, cultural, economic, ecological and environmental benefits which are fundamental for the well being of the nation. To this end, the Tropical Forest Fund should endeavour to support those projects that will contribute meaningfully to the protection and improvement of the environment, and the standards of living.
1.1 ORDER OF PRECEDENCE

Any inconsistency in this Operation Manual shall be resolved by giving precedence to matters in the following order:

a. The Agreement signed by the Parties

b. Constitution of the Company
2.0 
OBJECTS OF FOREST CONSERVATION BOTSWANA

The objects of Forest Conservation Botswana are:

· To administer the Tropical Forest Conservation Fund in promoting activities designed to conserve, maintain and restore the forests of Botswana.
· To disburse grants from the fund to support eligible activities.

· To oversee activities financed from the fund

· To promote activities designed to conserve, maintain and restore the forests of Botswana in accordance with the terms of the Tropical Forest Agreement, the Forest Act, the National Forest Policy and the Tropical Forest Conservation Fund Order.

· To procure contributions to the funds of the company by way of subscriptions, donations, bequests, endowments and benefits of any nature from any source whatsoever to be used for the advancement of the company’s objects.
· To establish, support, and aid in the establishment of any other associations, organisations, and institutions formed for all or any of the objects of the company.

· To organise scientific symposia, courses of instruction, and meetings to further the objectives of the company.

· To do all such lawful things as are necessary for the attainment of the above objects or any of them.
3.0 BOARD OF DIRECTORS

The Board of Directors is responsible for:

· Administration and management of the fund

· Disbursements of grants from the fund to support eligible activities and for oversight activities pursuant to the agreement signed by the parties.
· Hire the Chief Executive Officer to coordinate and implement, with the guidance of the Board, all necessary actions required for the adequate functioning of the Board including the hiring of the necessary support staff with the approval of the Board.
· Maintenance of the assets of the fund

· Development of investment policies and hiring of the Assets Manager who is responsible for investing the fund’s assets.
· Setting the objectives and performance standards for the Asset Manager

· Establishing procedures for the selection of the Asset Manager

· Conducting periodic reviews of investment performance, and certifying the availability of funds for grant making and other activities.
4.0 COMMITTEES

The Board may create committees from its members as follows:

4.1
Human Resources Committee

· To among other things be responsible for reviewing and development of conditions of service for staff and recommend amendments, if any, to the Board for approval.
· Develops  policy and procedures for staff recruitment for the approval of the Board

4.2
Tender/ Project Committee

· Evaluates and approves all tenders of the value of between P 50, 000 and P 150, 000
·  All tenders of below P50, 000 will be evaluated and approved by the staff tender committee
· All tenders that exceed P 150,000 in value will be assessed and evaluated by the Board Tender Committee and will be referred to the Board for final approval.
· Undertakes preliminary evaluation of project proposals and makes recommendations to the Board.
· Reviews project reports from grantees.
5.0 SECRETARIAT

The day- to- day management and administration of the company activities will be carried out by a Secretariat headed by the Chief Executive Officer, who is appointed by, and responsible to the Board. The Secretariat is responsible for the following functions:
· Preparation of annual work plans and budgets for approval by the Board
· Implementation of guidelines for recruitment of personnel, receiving, reviewing and selecting proposals.
· Development and implementation of systems for financial management and administration, and supervision of project activities.

· Identification of needs for capacity building, and the development of strategies to meet those needs.

· Cause audits to be conducted and other transparent systems for financial accountability.
· Submission of quarterly and annual reports to the Board on project implementation, the same will be made available to the parties to the agreement.
· Develop and implement strategies for fund raising in conjunction with the Board.

· The Secretariat will at the initial stage comprise of the Chief Executive Officer, Finance Officer, Project Officer, Office Manager/Secretary, Driver/Messenger and Office Cleaner.

5.1
Adoption of Personnel Policies

The Chief Executive Officer will develop or contract the development of a 


Comprehensive personnel policy. The policy should be approved by the Board 


And should have clear statements on the following:

· Terms of employment contracts

· Salary Scales

· Benefits

· Office Hours and Time Keeping

· Annual Leave, Sick Leave, Emergency Leave

· Holidays

· Procedures, Schedules, and Formats of Performance Evaluation

· Termination of Employment

· Resolution of Grievances

· Procedures for investigation and the resolution of financial irregularities or allegations of misconduct
· Any other relevant human resource matter

6.0
ELIGIBLE ACTIVITIES FOR THE TROPICAL FOREST CONSERVATION ACT PROGRAMME
The following are the eligible activities to be supported by the fund:
6.1 Establishment, restoration, protection, and maintenance of parks, protected areas and reserves. These may include the demarcation of protected and un protected forests and buffer zones such as fire breaks etc.
6.2 Development and implementation of scientifically sound systems of natural resource management, including land and ecosystem management practices. Specific activities may include development of forest inventory, assessment and monitoring, development and implementation of criteria and indicators for sustainable forest management and conservation, testing, development and application of silvicultural techniques or practices.
6.3 Training programmes to increase the scientific, technical and managerial capacities of individuals and organisations involved in conversation efforts. Specific components may include short term training courses, internships, study tours, the development of community extension services to cover environmental education and support to public awareness programmes, the enhancement of tertiary education curricula in forest conservation and management, support training for Non- Governmental Organisations to develop adequate capacity for forest conservation and management.
6.4 Restoration, protection or sustainable use of diverse animal and plant species to include among others, the rehabilitation of degraded forests and rangelands, sustainable hunting, fishing, beekeeping, game farming etc., and support efforts to  assess, manage and control logging.
6.5 Research and identification of medicinal uses of tropical forest plant life to treat human diseases, illnesses and health related concerns. Specific activities may include ethnobotany studies, sample collection and analysis including technical document preparation, publication and dissemination.
6.6 Development and support of livelihoods of individuals living in or near forests in a manner consistent with protecting such tropical forest. Specific components may include the development of community- based enterprises involving wood or non- wood products, the application of low- impact logging practices and the development or establishment of multiple- use tree species outside natural forests in order to support women, youth and other groups deserving of such support.
7.0 ELIGIBILITY CONDITIONS FOR APPLICANTS
Applicants will be required to develop comprehensive project proposal covering and not limited to the following:

7.1 the nature and scope of the project.
7.2 how is the project going to address the core objectives of the fund?
7.3 who are the intended beneficiaries.
7.4 what are the future plans to expand and sustain the project?

7.5 contribution in cash or kind by the promoter of the project.
7.6 Project supported should fall within the eligible activities as stated under 3.0 above.
7.7 The fund recipient should undertake to work cooperatively and collaboratively  with stakeholders, that include entities involved in environment related activities.

7.8 Those who are eligible for the grant can be supported only once in two years and thereafter they may be supported provided they have successfully implemented the supported project.

7.9 No project or applicant will be supported more than twice in four years.
8.0 ELIGIBLE RECIPIENTS OF THE GRANT
8.1 Beneficiaries of the fund shall be citizens of Botswana and institutions, such as Non- Governmental Organisations, including Village Development Committees, Parents Teachers’ Associations, educational entities, community organisations active in Botswana.
8.2 Economic, scientific, educational, social and professional organisations as well as individuals in their personal capacity.
8.3 Any other appropriate forest/environment related entities active in Botswana.

8.4 Government Agencies of the Republic of Botswana with responsibility for environmental protection and management may be assisted under special circumstances that may be prescribed by the Board of Directors from time to time.
9.0 PROCEDURES FOR APPLYING FOR THE GRANT

9.1
The Secretariat will from time to time issue public notices, 

       
Informing interested parties about the fund and to invite project proposals. 

· To provide information on eligible activities and recipients.
· To provide an estimate of the number and size of grants to be awarded.

· To provide criteria by which projects will be judged and selected.

· To provide information on the deadlines for applications.

· Provide information on the target date for completion of the award process, and,

· Provide a schedule of any workshops, training or public information meetings to assist potential applicants.
9.2 
The Secretariat will further prepare and distribute standard forms for funding instructions on how to complete the forms provided to potential applicants.
9.3 
The Secretariat will as and when necessary conduct workshops on technical matters relevant to the application process, including but not limited to project planning, proposal writing, consultative processes, financial planning, budgeting and the development of indicators for monitoring and evaluation.

9.4
The project proposals will be submitted directly to the Secretariat.

9.5
Once the proposal has reached Forest Conservation Botswana, it will be 



evaluated and submitted with recommendations to the Board of Directors for 



final determination.

9.6
After the Board of Directors has taken a decision on the application for funding, the Secretariat will immediately inform the applicant in writing.  No decision of the Board will be communicated telephonically. 
9.7
The recipient of the grant will be expected to start to utilise within three (3) months funds. Grants not utilised after the expiry of three months may revert to Forest Conservation Botswana.

9.8
Forest Conservation Botswana may publicise non confidential information about the projects funded in the company’s annual report

9.9
The proposal that was not approved may be re submitted with additional information for consideration by the Board of Directors. The re submitted proposal will take the same route as a fresh proposal.
10.0
 PROPOSAL SUBMISSION
The company will accept applications submitted in a proposal format. The Secretariat       will before receiving the proposal conduct a preliminary screening to verify that the proposal is complete and all the required annexes included, the activity and the applicant meet the eligibility conditions.
11.0 THE APPROVAL PROCESS
The major considerations for approving eligible activities for funding are:

11.1 Consistency with the objectives and goals of the fund as per the signed 
Agreement between the parties.        .

11.2 Availability of funds in the company account.
11.3 Viability and sustainability of the proposed project/activity beyond the end 
of TFCF support.

11.4 Whether the project will be targeting priority conservation areas, where
forest resources are threatened.                                      
11.5 Project not duplicating on- going projects in the same area in terms of     
assistance provided or products produced, but rather complementing them.

11.6 Capacity of the applicant to implement the project successfully.
The Board at its meeting to review applications for funding will review recommendations from a duly constituted Project Committee which is a sub-committee of the Board and decides on each application. The applicants will receive feed-back on the outcome of their applications and advice on the next course of action. In the event that the application has been rejected, the reasons for such rejection will be made known to the applicant. The rejected applicant will further be informed as to whether the application/proposal might be considered in the future if the proposal is modified.
For the approved applications/proposals, the secretariat will enter into an agreement with the project implementer before any funds could be released. The agreement will cover but not limited to project development phases, budget, project monitoring and evaluation.
12.0 GRANT IMPLEMENTATION

The secretariat shall:

12.1 Enter into a legally binding agreement with the project implementer before any project funds are disbursed. The agreement will specifically indicate the amount approved, schedule of disbursements, detailed budget to be followed, the calendar of planned activities, reporting and monitoring formats and schedule, conditions to be met by the implementer in order to trigger disbursements subsequent to the first, and procedures for resolving disputes.
12.2 Review and verify grantee reports and undertake project visits to assure compliance with conditions of Grant Agreement. Undertake appropriate measures to remedy discrepancies, including the convening of meetings with grantees, causing independent audits to be undertaken, re-negotiation of terms and conditions, and in extra-ordinary circumstances causing the cancellation of the grant.
13.0 PROJECTS EVALUATION

The Secretariat will with the projects implementers will: 
13.1 Undertake project evaluations to capture evidence of impact and share the

information  gathered in the evaluation process with stakeholders through seminars, workshops, publications/reports etc.
13.2
Prepare an Annual Evaluation Report(AER), in accordance with the Monitoring and Evaluation Framework. The report will evaluate the project portfolio and the company’s overall performance. At least once every three years, the evaluation will be carried by an independent evaluator. Evaluation reports shall be made public in accordance with the agreement signed by the parties.

14.0 CONFLICT OF INTEREST

At the time of the submission of the proposal for funding, applicants shall:

14.1
Disclose any familial, organisational, business or financial relationship of the 
Project to any member of the company’s Board, Secretariat or project committee. Any member of the Board, staff, having or potentially having, such a relationship shall recuse him/herself from the evaluation process.
14.2
Make such disclosure of conflict of interest on a form designed for that 

         
Purpose.

For the purposes of project proposal evaluation, a conflict of interest occurs when any one in an advisory or decision making capacity meets any of the following conditions:

· The person is directly involved in the project, contract, agreement, or conflict to be dealt with, or the person has direct interest in the matter under consideration.

· The person’s spouse, parent, child, brother, sister, cousin, or the spouse of any of them is involved in the project, activity or decision.
· The person is related by marriage or blood to any person involved in the project, activity, resolution or matter under consideration.

· The person has a clear friendship or a hostile relationship with any natural or juridical person involved in the project, activity, resolution or matter under consideration.

· The person has had a professional relationship with any natural or juridical person involved in the project activity, resolution or matter under consideration.
· A conflict of interest exists between the person and a third party involved in the project, activity, resolution or matter under consideration; for example, a competing project, activity or position.

15.0 AWARDING OF GRANTS

15.1
The Project Committee, acting as a sub-committee of the Board shall devise a scoring system for the evaluation of project proposals, taking into consideration the following criteria:
· The degree to which the proposal meets the established eligibility conditions.

· Technical soundness and feasibility

· Financial soundness and feasibility

· Social soundness and feasibility

· Ability of the project implementer to carry out the work proposed

· Clarity of the statement of outcomes and results and the likelihood that they will be achieved.
15.2
The Project Committee performs a preliminary evaluation to rank the proposal according to the agreed scoring system with an appropriate recommendation to the Board.


16.0 
FUND DISBURSEMENT

As a general rule, the first disbursement of funds will be made after the approval of the project proposal and the signing of the Grant Agreement, and the disbursed funds should be sufficient to cover the first twelve months of project activities.

For grants that are P20, 000 or less a single lump- sum disbursement could be made at once. The disbursement terms will form part of the Grant Agreement for each approved proposal.
17.0 RESPONSIBILITIES OF GRANTEES

Grantees shall be held responsible for the following:

17.1 Submission of up- to date financial and technical reports to the Secretariat on         

a quarterly basis.
17.2 Submission of an application to the Secretariat of the next disbursement at       
least one month before the expected date of the next disbursement, and such disbursement will be made on condition that the financial and technical reports have been received and found satisfactory.
17.3 Grantees are to undertake to maintain a sustained contact with the                                              
Secretariat which will be responsible for supervising the projects, assisting

with the resolution of problems that may arise and capturing and sharing best practices and lessons learned.
17.4 Grantees are to start implementing the project within a month after receiving 
the first disbursement.

18.0 MONITORING AND EVALUATION

The Secretariat will develop a plan for monitoring and evaluating project implementation based on the following:    

18.1
Project expenditures and activities carried out, relative to planned activities 

and budgets(to be derived from information provided by grantees in financial and technical reports).
18.2
The achievement of goals and objectives, including and not limited to measures of conservation impact (Secretariat is to develop guidelines on indicators to be monitored by portfolio or activity funded).
18.3
Best practices and lessons learned ( this is to be derived from reports, participants workshops, mid-term and end-of-project self evaluations and external evaluations).

19.0 GRANT MAKING POLICIES
19.1 Grant Making Cycle
The steps in grant making cycle are as follows:

· The Board determines that funding is available for a cycle of grants, and sets general parameters for the grant portfolio; specifically, amount available that could be committed, whether it will be made available to all eligible activities, recipients, and types of funding, or selected subset.
· Upon direction of the Board the Secretariat prepares an announcement of funding availability, (calls for proposals), and makes it available to potential grantees and stakeholders.

· Proposals are screened by the Secretariat and the Project Committee.
· The Secretariat and the Project Committee in consultation with other technical experts whom they deem appropriate to involve, undertake preliminary evaluation and make appropriate recommendation to the Board.

· The Board selects projects to be funded. Some small projects may be approved for funding by the Project Committee or the Chief Executive Officer, depending on the type and the duration of the undertaking.

· The Secretariat enters into Grant Agreements with successful applicants. These agreements are signed by the Chief Executive Officer.

· Implementation and Supervision proceed.

· Mid-term and final evaluations of projects are carried out in accordance with the terms of Grant Agreements.

· The Secretariat disseminates the best practices and lessons learned through the implementation, monitoring, and evaluation process.
19.2 Categories of Grant Funding

· Small Grants: 

P500- P100,000

· Medium Grants: 
P 101, 000- P250, 000

· Large Grants:

 P 251,000 and above
19.3 Special Initiatives

From time to time, the fund may undertake special initiatives, where its status as a Non- Government Organisation gives it a unique capacity to deliver support for projects consistent with the objectives of the company. In some cases these initiatives will be created by special one-time funding from donor agencies or will involve the fund as Manager of grant-making activities for another agency.
20.0 GENERAL ADMINISTRATIVE MATTERS
20.1
Transparency: 
All official actions of the company, including but not limited to, Board actions, resolutions, the determination of the guidelines and deadlines for the submission of proposals, solicitation of bids, shall be documented in writing and made available to parties to the agreement.
20.2 Procurement of Goods and Services: 
All purchases must be authorised by the Chief Executive Officer or the         authorised designee in advance of placing orders with suppliers. 
The Finance Officer will review the budget line to be charged to ensure availability of funds. 
The Office Manager will be responsible for all the authorised purchases. No individual involved in the procurement process shall accept favours, gratuities or anything of monetary value from suppliers or potential suppliers.
Purchases of property having a useful life of more than two years and an acquisition value of P10, 000.00 must be made after an analysis of two or more competitive quotations, with a memo written for the file justifying the selection of a particular supplier.
Procurement of goods and services, whose value exceeds P20, 000.00 must attract competitive bids or tenders.

Suppliers of goods and services who have been recruited competitively should sign a contract with the company and no work should be started prior to the signing of the agreement.
21.0 PROCUREMENT PROCESSING

Purchases will be processed in the following manner:

21.1 A Purchase Order will be prepared by the Office Manager or any staff.          The Purchase Order should describe the items, the quantity, unit cost total cost.
21.2 The completed Purchase Order should be initialled by the Finance Officer to indicate availability of funds and that the purchase is consistent with the budget.

21.3 The Chief Executive Officer or any such authorised Officer approves the Purchase Order.

21.4 Copies of the Purchase Order will be distributed as follows: original (supplier; copy 1; Finance Officer; copy 2; Office Manager).
21.5 Upon receipt of goods, the Office Manager completes the “Received Portion” of the Purchase Order, noting any variance from the original order. The Office Manager’s copy is attached to the supplier’s invoice and submitted to the Finance Officer for payment.
21.6 The Finance Officer prepares a cheque requisition form and submits it with the necessary financial documentation for signature of the Chief Executive Officer. The cheque is then prepared by the Finance Officer for signature.

21.7 Cheques will be normally issued twice a week and will be distributed by a duly authorised staff member. Cheque request forms, invoices and receipts will be stamped paid to avoid duplication of payments.
22.0 RECIEVABLES FOR SERVICES RENDERED

From time to time the company may engage in contracts for provision of certain services at a fee, on account of limited capacity. The provision of such services should be guided by the following:
22.1 The services should be undertaken after the signing of an agreement between the provider of the service and the company.
22.2 An invoice for payment to be submitted directly to the company upon satisfactory completion of the service, and payment to be processed within a week.

22.3 Copies of such agreements and payments shall be maintained in a file by the Finance Officer.

23.0 EMPLOYEE RECIEVABLES
Staff members are allowed to use official telephone to transact personal business, provided such usage does not disrupt official company business. The following procedure will apply for private or personal telephone calls:
23.1 All private/personal calls will be recorded as such in the telephone log at the time the call is made.

23.2 When the monthly telephone bill is received, the Office Manager will issue individual bills for each staff member. The individual bills will indicate the amount owed to the company, the numbers called and the date the call was made.
23.3 Individual bills should be paid within 10 working days of receipt.

24.0 ACCOUNTS PAYABLE

 As a general rule invoices for  goods and services received shall be paid within 10 working days from receipt.
25.0 PROPERTY MANAGEMENT

All non-expendable property (i.e property that has a useful life of more than two years with an acquisition value of P200.00 will be recorded in an  inventory register. The register shall indicate the following:

25.1 Category, i.e. equipment, vehicles, furniture, etc.

25.2 Type, e.g. computer, photocopier, etc.
25.3 Model and Serial Number, e.g. HP Office Printer 6313, Toshiba Lap Top 

Computer, etc.

25.4 Quantity 

25.5 Purchase Order Number

25.6 Date Purchased

25.7 Name of Supplier and Address

25.8 Date Received

25.9 Cost

A physical count will be undertaken once a year by a duly designated authority and all non-expendable property should be insured with a local insurance company of repute.
26.0 TRAVEL

There shall always be a need for some members of the Secretariat to visit projects funded through the Tropical Forest Conservation Fund to assess progress and share experiences with the beneficiaries of the grant. Members of the Secretariat within and outside Botswana for bench marking and/or short-term training sessions. As a rule, economy must be exercised at all times when travelling on company business on account of resource limitations. The following procedures will be observed:
26.1 All staff travel should be approved in advance by the Chief Executive Officer, who will sign Travel Authorisation and Advance/Imprest forms.
26.2 For his/her travel, the Chief Executive Officer will submit should submit Travel Authorisation and Advance forms for informational and record keeping purposes (if travelling within Botswana). The form shall be initialled by the Finance Officer to indicate that the projected expense is within the budgeted allocation and funds are actually available.  For travel outside Botswana, the Travel Authorisation and Advance forms must be signed by the Chairperson of the Board or a duly designated Board Member.
26.3 The Travel Authorisation form should indicate the destination, expected dates of departure and return, purpose of the trip and estimated expenses.
26.4 The travel rates will be similar to those currently obtaining in the Botswana Public Service, and will be reviewed as and when circumstances dictate.
26.5 The travel procedures for staff will apply for non-company staff such as consultants authorised to travel at the company’s expense.
26.6 Travel Advances/Imprest must be retired within 14 working days of return from trip. 
26.7 No travel expenses will be advanced before the previous advance has been retired.
27.0 TRIP REPORT

All employees shall submit a trip report to the Chief Executive Officer within five working days of their return from company business trip. In the same vein, the Chief Executive Officer will submit his/her trip report to the Board within five working days of return from the business trip. The trip report should among other things include:
27.1 Purpose of the trip
27.2 Places visited and duration by place

27.3 Work done and achievements made

27.4 What future actions are required and by whom?

27.5 Recommendations

28.0 VEHICLE USE POLICY

The Chief Executive Officer will have the option of receiving a car allowance which will be determined from time to time by the Board or company car. Staff will use company vehicles when travelling on company business, however, in the absence of such vehicles, a staff member may be allowed to use public transport or private transport and claim reimbursement, at the rates currently applicable in Botswana Public Service.  Prior approval for use of private transport must be obtained before undertaking such usage. A vehicle log book must be completed for each trip undertaken by the company vehicle.
29.0 TELECOMMUNICATIONS

Staff members may use telecommunications facilities of the company for private use at a cost provided company business is not adversely affected. All private telephone calls, faxes, etc. Should be logged in the telephone register, indicating the number called, location and the approximate duration of the call.
30.0 FINANCIAL MANAGEMENT

30.1 Budget

The budget shall be in three parts, which are the projects budget, project support budget and operational budget.

The project budget will be used for project grants. The project support budget will be used for building capacity for grant recipients through workshops and short-term training sessions and also to improve the programme capacity of the company (e.g. staff training, consultancies, networking with other organisations, participation in meetings, etc.
The operational budget will be used to cover day to day costs of doing business such as staff salaries, Board meetings, office expenses, equipment and maintenance, annual audits and general programme management.
30.2 Budgeting Procedures

· The Finance Officer shall compile estimates of income and expenditure and prepare a draft budget of each financial year and submit to the Chief Executive Officer at least 60 days before the end of the current financial year. 
· The Chief Executive Officer shall submit the draft budget to the Board at least 30 days before the end of the current financial year.
30.3 Accounting Controls

Proper accounting and control procedures are essential for the proper execution of the company mandate. Accounting controls are designed to ensure that all transactions are properly authorised and recorded and that accountability over assets is maintained.

30.4 Accounting Policies
Financial statements are to be prepared on a cash basis and expenses are to be recognised when paid, and income when received. Accounting information will be processed by the Finance Officer upon receipt of cheques, and cheque requests.

Income and expenditures will be classified according to the nature of the transaction and charged to the appropriate account number.

30.5 Internal Controls
Forest Conservation Botswana shall adhere to strict internal control procedures to accurately account for receipt and disbursement of funds provided and to ensure that the funds have been utilised for the purpose for which they were intended. To ensure good internal controls, there shall be no overlapping of responsibilities among office bearers. The responsibilities of key staff members are to be clearly defined such that they form part of this manual.
30.6 Bank Accounts

All bank and investment accounts should be opened in the name of Forest Conservation Botswana. Signing authority for accounts should rest with the Chairperson of the Board and the Chief Executive Officer, with the Chief Executive Officer authorised to sign cheques up to certain maximum amount set by the Board of Directors.
The company will operate investment accounts, which are to be managed by duly appointed Asset Managers, and an operating account from which operating expenses will be paid and payments to grantees disbursed. The Asset Manager will be directed to liquidate funds from the investment account, and to deposit such funds into the operating account, according to quarterly and annual schedules of cash flow needs, as prepared by the Chief Executive Officer.  These procedures are subject to the approval of the Board through the normal budget process, and to terms and conditions of the asset management agreement.
All accounts must be reconciled monthly by the Finance Officer, no later than five (5) working days after the bank or investment statement. The company’s records should be promptly investigated and cleared.
The Chief Executive Officer should review and sign the monthly reconciliation as evidence of such review.

30.7 Petty Cash

The petty cash fund is used for small business- related purchases that may be required at short notice, and for miscellaneous expenses incurred by the company staff in the discharge of official duties. The petty cash fund should be replenished when approximately 80% has been expended. The fund is managed by the Finance Officer, who is authorised to reimburse employees upon presentation of receipt for miscellaneous expenses of P2, 500 or less. Miscellaneous expenses of more than P 2, 500 must be submitted to the Chief Executive Officer for approval prior to reimbursement. In the absence of the Finance Officer, the Chief Executive Officer may appoint another staff member to manage the petty cash fund.
All petty cash transactions should be recorded in a petty cash journal. Every transaction should have a corresponding voucher and receipt.  The maximum amount per transaction is to be set by the Board, with the exception of travel advance to staff for out of town travel.

The Chief Executive Officer will periodically authorise un- announced inspection by a person independent of the custodian of the petty cash. Any losses or thefts from the petty cash will be reported immediately to the Board. The maximum level of petty cash kept by the Finance Officer will be P3 000.00
31.0 CASH RECEIPT POLICY

The following funds will be received by the company:

· Monies appropriated by the Parliament of the Republic of Botswana
· Deposits made pursuant to Article ii, paragraph 3 of the Debt Reduction Agreement

· Grants and contributions made by donors

· Interest, dividends and capital gains earned on invested funds

· Payment of services rendered

· Miscellaneous refund grants

Grants from donors will be deposited into the investment account, in the case of endowments funds destined to support grantee projects; or into the operations account, in the case of operations subsidies. Returns on invested funds will normally be re- invested in the investment account, except for transfers into the operating account requested through approved procedures. Payments for services rendered as well as miscellaneous refunds such as employee reimbursements for personal telephone calls, faxes etc will be deposited into the operating account within two business days of receipt of the amounts.
A Cash Receipt Voucher will be kept for all cash received. The voucher will be signed by the Revenue Collector.

For incoming cheques and direct transfers to the bank account, the Finance Officer shall prepare a cash receipt voucher for entry into the accounting system, using the credit advice from the bank as a supporting document in case of wire transfers.

31.1 Cash Receipt Processing

Cash and cheques paid to the company will be processed as follows:

· The Finance Officer will enter the cash/cheque in a “Cash Receipt Register”, prepare a cash receipt voucher, and enter information from the voucher into the accounting system.
· The Finance Officer will prepare a deposit slip and deposit the cash or cheque to the appropriate account.

· A validated copy of the bank deposit slip will be attached to the cash receipt voucher.
32.0 CASH DISBURSEMENT POLICY

Cheques for the payment of goods and services will be requested upon submission of the “Cheque Request Form”. The Finance Officer will complete the Cheque Request Form and submit to the Chief Executive Officer for review and authorisation to prepare the cheque. No cheques will be processed for the payment of goods and services, unless the procurement of such goods or services has been appropriately authorised. 
All cheque requests must be accompanied by appropriate supporting documentation, being receipts or invoices. All receipts or invoices must be original, and supporting documentation must indicate that the goods have been received.

33.0 AUDIT

The Secretariat will keep full and accurate account of all monies received and expended by the company. An internal audit may be carried out by an individual designated or hired by the Board.
Within four months of the end of the Financial Year, the Board will contract a recognised accounting firm to carry out a full external audit of the company’s accounts. The annual external audit report shall be submitted to the Board Audit Committee within one month of the completion of the report and submitted to the full Board within two months of the completion of the report.

34.0 PROJECT AUDIT

Grantees will submit accounts for audit upon completion of the project, or upon direction of the Secretariat, if the Secretariat determines that an audit is necessary at any time before the project’s completion. Such audits may be charged to the account of the project being audited, rather than to the company operating account. Each project proposal should include reasonable costs for audit in its project proposal.
35.0 ASSET MANAGEMENT

The Board is responsible for maintaining assets of the company. It develops investment policies and guidelines, and provides direction to the Fiscal Agent, who invests the Fund’s assets in one or more investment accounts. The Fiscal Agent is designated by the Government of the Republic of Botswana. The investment management responsibilities of the Board include the following:
· Setting objectives and performance standards for the Fiscal Agent (i.e targets for annual returns, acceptable level of risk etc).

· Carrying out periodic reviews of investment performance
· Certifying a schedule of funds available for grant making and to meet operations costs on an annual basis.
· Authorising the release of funds to the company’s operating and grant- making accounts.

· The Board is to develop a sound asset management policy.

36.0 SPENDING LIMITS AND RESERVES

At the beginning of each Financial year, the Board will determine the amount of funding to be released from capital accounts for grant- making and operations for the entire Financial Year.

The Board will direct the Secretariat to make appropriate adjustments in the annual budget to accommodate annual cash flow availability, and will authorise the Secretariat to carry out approved actions and grants within the framework of budgets adjusted for annual cash flow variations.
The Secretariat will include conditions in any agreements negotiated with grantees, allowing for adjustments in disbursements over the life of a multiyear projects, as necessary, to comply with annual spending limits.
37.0 FUND RAISING

The Board will develop and implement a fund raising strategy with the aim of achieving capitalisation sufficient to assure the continuous operations of the programmes adopted. The strategy will be periodically up dated, and its progress reported to the Board at least twice a year.
ANNEXES
ANNEX 1: JOB DESCRIPTION

CHIEF EXECUTIVE OFFICER (CEO)
Heads the Secretariat, and is responsible for coordination and implementation, with the guidance of the Board, of all necessary actions required for the adequate functioning of the Board, including the hiring of necessary support staff with the approval of the Board. Specific responsibilities will include:
1. Preparation of annual budget and work plan for approval by the Board.

2. Implementation of the adopted programmes and activities, and ensure that expenditures are within the approved allocation.

3. Preparation and submission of reports to the Board.
4. Management of Forest Conservation Botswana, consistent with procedures and policies as spelled out in the operations manual.
5. Work with the Board to raise funds for the company.

6. Represent the company among constituency groups, donors, national and international fora.

7. Hire and supervise staff of Forest Conservation Botswana

8. Carry out responsibilities assigned by the Board of Directors and ensure that policies, initiatives and directives are faithfully executed.

ANNEX 2: JOB DESCRIPTION

OFFICE MANAGER/SECRETARY, PROJECT OFFICER, AND FINANCE OFFICER
OFFICE MANAGER/SECRETARY

Responsible for providing administrative and Secretarial services to the company under the direction of the Chief Executive Officer. The specific duties include:
1. Oversees the functions of the registry and maintains the confidential file and ensures that all the confidential materials are securely and safely stored.

2. Performs the daily administrative and secretarial work of FCB.

3. Purchases goods and materials for the company.

4. Performs any other relevant duties to meet the exigencies of service.

PROJECT OFFICER
Provides technical support to grant recipients and undertakes preliminary assessment of grant applications. The Project Officer is responsible to the Chief Executive Officer. The specific duties include:
1. Undertakes preliminary assessment of grant applications before submission to the Project Committee and the Board of Directors.

2. Undertakes regular follow- ups to grant recipients to grant recipients to provide technical support and to ensure compliance with conditions and terms of the grant.
3. Disseminating information regarding projects/grants to stakeholders in consultation with the Chief Executive Officer.

4. Prepares and submits reports to the performance of the funded projects to the Chief Executive Officer.

5. Undertakes any other duties to meet the exigencies of service.

FINANCE OFFICER
Implements financial management and accounting systems and procedures to ensure timely and accurate maintenance of the company’s accounts and financial statements and adequacy of cash flows to meet company requirements.
1. Undertakes day to day financial management under the supervision of the Chief Executive Officer.

2. Designs and maintains an appropriate book keeping and financial management system for the company.

3. Ensures adherence to the financial control system.

4. Ensures proper record keeping of any company funds disbursed to facilitate proper auditing.

5. Maintains a record of movable and immovable property of the company.

6. Assists in the auditing and evaluation of financial matters.

7. Undertakes any other relevant duties to meet the exigencies of service.

ANNEX 3: DRAFT GRANT AGREEMENT

FOREST CONSERVATION BOTSWANA
Agreement Number..........................



Date.............................
Agreement between Forest Conservation Botswana and..........................................................

................................................ of (Address)................................................................................

For ..............................................................................................................................................

....................................................................................................................................................

....................................................................................................................................................

(State name of the project, location and purpose of the project)

THE PARTIES AGREE AS FOLLOWS:

2.0 Scope of Activities

I,.................................................................................., agrees to carry out the activities as summarised below and specified in the attached project proposal in accordance with the attached plan of work:

................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................

3.0 Term of the Agreement
The term of this Agreement begins on the............................ day of ................... 20............
The expected date of completion is the........................... day of.......................... 20...........

Unless earlier terminated in accordance with this Agreement or extended by mutual written agreement. For any reimbursement to occur, all activities and expenditures must happen during the period of agreement.

4.0 Deliverables

I,.................................................................., agrees to deliver the following products to Forest Conservation Botswana as specified below:

a. Quarterly technical report, covering the period....................................., on the................. day of the Month of................................ 20...................
b. Final technical report, covering the period...................................................., on the..................... day of the Month of................................ 20............................

c. Financial reports are due as detailed under Section 7, entitled Manner and Schedule of Payment.
d. An Audit report is due by............................. day of the Month of................20........

e. Provide an inventory of equipment authorised for purchase under this agreement by.....................day of the Month of...........................20................
f. Disposition instructions for the said equipment will be finalised by the................ day of the Month of .................................20.................
g. Other outputs to be delivered are:

........................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................

h. All technical and financial reports shall be prepared in accordance with the Technical and Financial Report Forms to be provided by FCB.

5.0 PERSONS DESIGNATED TO ACT ON BEHALF OF PARTIES

The following persons are designated to act on behalf on behalf of FCB:
...........................................................................................................................................................................................................................................................................................................................................................................................................................

And....................................................................................................................................................................................................................................................................................................................................................................................................................

On behalf of the grantee, with respect to this agreement.
6.0 AGREEMENT TO PAY

For the satisfactory performance of activities specified in Section 1 above, FCB agrees to pay the grantee,..............................................................................................
An amount not to exceed................................................................................................
.................................................................................................................................Pula.

7.0 FUNDING

The funding source is:....................................................................................................

And the following conditions will apply:.........................................................................

..........................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................

8.0 BUDGET

For this agreement the approved budget is:

	BUDGET CATEGORY
	TOTAL
	FCB
	GRANTEE

	Salaries
	
	
	

	Consultants
	
	
	

	Travel
	
	
	

	Workshops and Training
	
	
	

	Equipment
	
	
	

	Audit and Accounting Fees
	
	
	

	Monitoring and Evaluation
	
	
	

	Other Direct Costs
	
	
	

	Indirect Costs
	
	
	

	
	
	
	


9.0 MANNER AND SCHEDULE OF PAYMENT
a. All payments under this agreement will be made in the forms of cheques payable to the grantee.

b. An initial payment equivalent of 50% of the grant will be paid upon receipt of a signed copy of the agreement.

c. The grantee agrees to submit financial reports on a monthly basis.

d. Additional payments will be done after the first payment has been used in full, and on demand.

10.0 SPECIAL PROVISIONS

a. The grantee........................................................................................................., agrees to make all reasonable modifications and corrections to the work product requested by FCB, without additional compensation, so long as the requested modifications and corrections fall within the scope of activities.

b. The title to all equipment purchased under this agreement will be in the name of the grantee,...............................................................................................................

c. The grantee agrees to provide proper care and maintenance to such equipment.

d. Prior approval of FCB is needed to dispose of any equipment acquired under this agreement.
e. Equipment purchased by the grantee must be only those included and approved in the project proposal.

By their execution below, FCB and grantee................................................................................

Have agreed to all the terms and conditions of this Agreement, including all referenced attachments and appendices which are here by incorporated and made part of this Agreement. This Agreement represents the entire Agreement between the parties on this subject matter. All modifications to this agreement must be in writing and signed by persons designated to act on behalf of parties.
THUS DONE AND SIGNED AT GABORONE ON THIS.................... DAY OF........................20..........., IN THE PRESENCE OF SUBSCRIBING WITNESSES:
AS WITNESSES

1. .........................................



..................................................

2. .........................................




FCB REPRESENTATIVE

THUS DONE AND SIGNED AT GABORONE ON THIS..................... DAY

OF ............................20.............., IN THE PRESENCE OF SUBSRIBING WITNESSES:

AS WITNESSES

1. ..........................................



..................................................

2. ...........................................




GRANTEE
22

