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Section A
Operational Guidelines for the Nagao Wetland Fund

Contents

I. Introduction

II. Eligibility to apply

I11. Types of assistance available

IV. Funds available for annual allocation
V. The NWF project cycle

VI.  Reporting to donors

Annex I. Project cycle

Introduction

The Nagao Wetland Fund was established by a Memorandum of Understanding between the
Nagao Natural Environment Foundation (NEF) and the Secretariat of the Convention on
Wetlands (the Secretariat), as a mechanism to support developing countries in the Asia-
Oceania region to implement the Convention and its Strategic Plan 2025-2034.

The NWF is intended for small to mid-scale projects and does not replace the need for
developing countries and countries in transition to have access to more substantial levels of
funding in order to ensure the conservation and sustainable use of their wetland resources.
The NWF offers a maximum of 30,000 USD per project (per country per year) and is intended
to play a catalytic role in wetland conservation.

II.

Eligibility to apply

In principle, countries in Asia and Oceania that are on the OECD DAC list of ODA
Recipients are eligible for the NWF. The target countries for this call are as follows:
Bangladesh, Bhutan, Cambodia, Indonesia, Iraq, Jordan, Kazakhstan, Kyrgyzstan, Lao
People's Democratic Republic, Lebanon, Malaysia, Mongolia, Myanmar, Nepal, Philippines,
Sti Lanka, Syrian Arab Republic, Tajikistan, Thailand, Turkmenistan, Uzbekistan, Viet Nam,
Yemen, Fiji, Kiribati, Marshall Islands, Palau, Papua New Guinea, Samoa, Vanuatu. The NWF
may focus, as appropriate, on specific target countries identified by the donor. Countries that
are not yet Contracting Parties to the Convention on Wetlands, but have clearly signaled their
intention to join, may apply for grants from the NWF to support activities necessary for the
accession process. It should be noted that if resources in the NWF are scarce, such assistance
might receive a lower priority than assistance to Contracting Parties.
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III.

Types of assistance available under the NWF

4.

A Project should be identified as a national priority by the Contracting Party in implementation
of the Convention’s Strategic Plan 2025-2034.

Implementation of the Strategic Plan 2025-2034

5. The Strategic Plan 2025-2034, adopted by the Conference of the Contracting Parties to
the Convention on Wetlands (COP15) (July 2025 as Res XV.03) is available here.

6. A Contracting Party, when considering submitting or endorsing a project to the NWF for
funding, should consider how the project fits in with its national planning for the
implementation of the Convention, and in particular which Target(s) in the Strategic Plan
2025-2034 the project will address, and indicate this in its project proposal.

7. The maximum amount to be requested from the NWTF for each project should not exceed
USD 30,000. As resources in the Fund are limited, Parties are strongly encouraged to make a
pre-selection of potential projects and ENDORSE only one project proposal per year.

IV. Funds available for annual allocation

9. The NWF is administered by the Secretariat under the supervision of the NEF, pursuant to
the Terms of Reference for the Financial Administration of the Convention.

V.  NWF project cycle

10.  The project cycle during the year 2026 is attached in Annex I.

Notification

11.  Each year, the Secretariat will make an announcement on their website and notify the

Administrative Authority of the eligible Contracting Parties. Announcement will include the
Operating Guidelines, including the timeline, proposal submission procedures, reporting, and
financing.

Formulation of project proposals

12.

13.

All project proposals MUST be prepared using the template attached to these Operational
Guidelines. This template form, titled, “Request for Funding” (see Section B) contains
both the detailed Project Proposal and Project Summary Form, which should be endorsed
by the Administrative Authority or the National Focal Point of the Convention in the
counttry.

It should be noted that:
. Projects are expected to be implemented within one-year.
o Countries are unlikely to be awarded more than one project in any year. Thus, the

Administrative Authorities or the National Focal Points of the Convention of the
eligible Contracting Parties are encouraged to make a pre-selection of potential projects
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and endorse only the one considered to be the top priority for advancing the
implementation of the Convention in the country.

. The Project Summary and Endorsement Form (Section B.1) is included in the
“Request for Funding” form (Section B).

. The amount allocated for the total cost for equipment and salaries is recommended to
not exceed 20% of the overall Project Costs. In the case it does exceed 20% then it
should be appropriate to the objectives and the budget allocated is rationalized.

Advisory service of the Secretariat of Convention on Wetlands

14.

The Secretariat offers an advisory service to those developing proposals that wish to seek
guidance. In order to do this, project developers are invited to submit draft project proposals
to the Secretariat before 30 April for this year, at the latest. In 2020, please refer to the Project
cycle details during the year 2026 (Annex I).

Submission of project proposals

15.

ALL projects must be endorsed by the head of the Administrative Authority or the
National Focal Point of the Convention on Wetlands in the country concerned. Formal
submission of projects must be made online by the deadline established in Annex I. Any
proposal obtained via email or as a hard copy will not be accepted. Any proposal without
the signed endorsement of the head of the Administrative Authority or the National
Focal Point of the Convention will not be accepted. The contact details of the Head of
the Administrative Authority or the National Focal Point of the Convention can be found
on the relevant Contracting  Party’s page at the following link:
https://www.ramsar.org/contracting-parties

Assessment of projects

16.  The Secretariat makes a technical and feasibility assessment of all project proposals received
using the “Project Proposal Assessment Form” (see Section D).

17.  Important Note. Prospective project developers are urged to consider the enclosed
Project Proposal Assessment Form (see Section D).

Approval of projects

18.  Approval of the successful project is made by a selection committee made up by two

membets of the Asia-Oceania Team from the Secretariat, and two members from the NEF.

Project contract and transfer of funds

19.

20.

Upon selection of a proposal, the Secretariat prepares the contract with the recipient agency,
which can be the Administrative Authority of the Convention or a different beneficiary. The
contract duly signed by the recipient agency must be returned to the Secretariat within the
allocated time in Annex I; otherwise the selection will be automatically canceled. The validity
of the contract will be 16 months.

This contract is governed by Swiss law.
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All recipients will receive an initial payment of 35% of the total approved budget after the
signed contract and the first invoice is sent to the Secretariat. The start date of the project will
be the date the contract is signed by the recipient agency. Recipients will receive the second
payment of 35% of the total approved budget after submission of a satisfactory progress
report and the second invoice. The remaining 30% of the total approved budget will be
retained by the recipients once the final report is deemed satisfactory and the third invoice
which should include a ‘financial report’ for the funds is provided.

The Secretariat, in agreement with the Administrative Authority or National Focal Point of
the Convention in the recipient country, shall be allowed to visit, with financial support from
the NEF, the project site and/or the project implementing agency or agencies, and/or to
designate one of its partners or collaborators to do so on its behalf, in order to have a first-
hand appraisal of the progress made during implementation and/or to provide advice on how
best to complete the project.

Progress Reports and Final Report

23.

24.

25.

Each recipient agency is required to provide a Progress Technical and Financial Report
on the implementation of NWF-funded projects by the end of the sixth month since the
start date of the project and a Final Report within two months of project competition i.e.
within 14 months of the project’s start date. The standard forms for both the Progress and
Final Reports are attached (see Sections E and F). Both Progress and Final Reports MUST
be submitted with the endorsement of the head of Administrative Authority or the National
Focal Point of the Convention on Wetlands in the recipient country.

To assist the Secretariat with its evaluation and reporting to donors, the Final Report should
include copies of any materials produced under the project. Published materials should be
submitted with the final report in electronic copy (for example, PDF), with suitable
photographs illustrating the activities undertaken. Materials produced with NWF funding
should acknowledge the origin of the funds. In addition, the recipient agency SHOULD
produce and submit a vlog (five-minutes maximum length) that shows the main objectives
and outputs of the project.

Note: A vlog is a short video which can be taken from one’s camera (doesn’t have to be
professionally taken). There are no strict guidelines or format to the video, so project
proponents can choose to make it in the manner that they think best showcases their project
achievements. However, the Secretariat and the NEF should be acknowledged appropriately.

The person responsible for executing the project is encouraged to maintain regular contact
with the Senior Regional Advisor for Asia-Oceania and Wetland Finance Support Officer in
the Secretariat and the designated focal point in the Administrative Authority of the
Convention in the recipient country. The Secretariat and the Administrative Authority of the
Convention should be informed as soon as possible if the project leader were to change during
the course of the project. The new project leader should be given all the project details so that
he/she can continue the project effectively.

VI. Reporting to NEF
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26.  The Secretariat provides to NEF a Progress Report and/or Final Report (including the vlog,
pictures, and other materials) received from the beneficiaries.



Annex I

Operational Guidelines for NWF (2026) page 8

Project cycle details during the year 2026

Secretariat of the Convention on

Time Frame

Proponent’s responsibilities

Wetlands
A By 31 March
The Secretariat sends an email to the
Administrative ~ Authorities  and
National Focal Points in the
Asia/Oceania region informing the
opening of a new NWF project cycle.
The Secretariat also makes an open
call in their website.
By 30 April B

Adpvisory service is open during this
period from the Secretariat.

Draft proposals can be sent to the
Secretariat for review.

By 30 June C
Submission of the proposals

D
Assessment of projects 30 June — 25

September
E By 05
Secretariat will notify the project | October
proponents about the success (or
not) of their projects. Contracts will
be prepared and sent out to the
successful project proponents.
Secretariat will ensure the contracts | By 30| F
are propetly signed. October All  successful project proponents

should submit their signed contracts to
the Secretariat and the Administrative
Authority who has endorsed the project.
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At latest by
the sixth
month since
the project’s

G

All recipient agencies must submit their
Progress Report endorsed by the head
of Administrative Authority or National

start date Focal Point by the deadline.
H By 1 month
The Secretariat will review the | since the
progress report and confirm that the | progress
second invoice can be sent if the | report plus
report is deemed satisfactory. the second
invoice 1s
Transfer of the second payment will | received
be carried out after approval of the
report and the invoice.
By the end of | I
12 month | The recipient informs the completion of
since the | the project to the Secretariat.

project’s start
date

By
months
after the
completion
of the project
(at the latest)

two

]
Final Report, vlog, photographs, and

other materials produced during or as a
result of the project implementation
should be submitted to the Secretariat.

K

The Secretariat will review the final
reports and confirm that the final
invoice can be sent if the report is
deemed satisfactory.

Transfer of last payment will be
carried out after approval of the
report and the invoice.

By two
months after
the approval
of the final
report,  no
later than the
contract
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CONVENTION ON WETLANDS (Ramsar, Iran, 1971)
Rue Mauverney 28, CH-1196 Gland, Switzerland

Tel. +41-22-999-0170

E-mail: lee@ramsar.org

Website: www.ramsar.org

Nagao Wetland Fund (NWF)

Section B: “Request for Funding” Form

Note. Please complete both Section B.1 “Project Summary and Endorsement Form™ and Section
B.2 “Detailed Project Proposal”, following the section structure and guidance provided
below on what to include in each section of the proposal.

Section B.1
Project Summary and Endorsement Form

Please fill in sections a, b, c, f, g, h and i, and either section d or section e.

a.  Country requesting support:

b.  Title of project proposal:

c.  Please indicate relevant Goals and Targets of the Convention’s Strategic Plan 2025-2034 covered

by the project:

d.  If the financial support sought from the NWT is requested to carry out part of a larger project,
please indicate:

° Title of the main project:

° Objectives of the main project:
. Duration of the main project:
° Total cost of the main project:

° Amount requested from the NWE:
o Have the main project and the other funds been approved: 1 Yes 4 No

. If yes, please indicate the sources of these funds, showing whether the source is in-
country or external:

e.  If the proposed project is a stand-alone activity, please indicate:

e Duration of the activities to be covered by NWF grant:
e Amount requested from NWE:

e Other financial contributions (including in-kind) — indicate whether these are from in-
country or external sources:
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f. Name, address (including phone numbers and e-mail address) and website of the recipient
agency, i.e. the institution responsible for the project, specifying the name and contact details
of the person(s) responsible for preparing and executing the project.

g.  Summary (maximum 500 words)
Describe background, justification, objectives and intended follow-up. Indicate if the project
will be carried out in a Wetland of International Importance (Ramsar Site) or how it otherwise
contributes to the implementation of the Convention Strategic Plan 2016-2024 and the
fulfillment of its objectives:

This section is resetved for the Administrative Authority of the Convention (Head of the
Administrative Authority or National Focal Point) and should not be completed by the
applicant.

Endorsement of the project application

Please indicate the relevance of the proposed project to your national Convention implementation
ptiorities by ticking only one of the statements below:

1. The project’s outcomes will deliver significantly increased implementation
capacity for a high national priority.

2. 'The project’s outcomes will deliver increased implementation capacity for
a lower national priority.

L

U

3. The project’s outcomes will not directly lead to increased implementation
capacity.

L

Comments:

Institution/Agency:

Name/Title:

Date: Signature and Stamp:

Please return this form along with the Detailed Project Proposal to:
Nagao Wetland Fund (NWF), The Secretariat of Convention on Wetlands,
28 Rue Mauverney, CH-1196 Gland, Switzetland. E-mail: lee@ramsar.org
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CONVENTION ON WETLANDS (Ramsar, Iran, 1971)
Rue Mauverney 28, CH-1196 Gland, Switzerland

Tel. +41-22-999-0170

E-mail: lee@ramsar.org

Web site: www.ramsar.org

Section B.2
Structure and contents of Detailed Project Proposal

Notes:
1) Please follow the section headings and sequence and the guidance for what to include in each
section.

i)  Please provide detailed information on your proposal, following the headings and
instructions given below. Please use the font Garamond (font size 11 or 12) and line-spacing
of 1.0.

Details of proposal

A. Background and justification

Background information should provide basic factual and descriptive information to put the
problem(s) in its local, provincial, national, or regional context, including relevant sectoral
information, government objectives, policies, plans, and ongoing programmes. The amount of
background information presented should be limited to what is essential to understand the current
circumstances. Describe briefly the human population living in the project area and, if the project
will be carried out at a certain location, the site should be described and ideally a map should be
attached to show the location.

B. The problem(s) to be addressed

In this section identify the problem(s) that can usefully be addressed by this project and covered by
the objectives described in Section C. Determine the undetlying causes of the problem(s) and the
aspects that can be addressed by this proposal with NWF support.

C. Objective(s)

General Objective(s):
Please study the Convention Strategic Plan 2016-2024 available here and indicate the issues that
are being addressed in this project, and to which Goals and Targets of the Plan they relate.

Specitic Objective(s):

The objective states the results to be achieved by the project. These results should address and
solve the problems and issues identified in Section B. Objective statements should define the
intended results that should have been achieved by the end of the project. For clarity and ease of
understanding, objectives should be written in standard grammatical patterns and phrases, e.g.,
...to develop the management and governance of a wetland..., ...to achieve the wise use of...,
...to raise awareness of wetland values..., ...to reinforce the capacity of institutions to..., ...to
identify the wetlands.. ., etc.
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D. Outputs

Outputs are results or products of the project to achieve an objective. Several outputs may be
necessary to enable the achievement of an objective. The vocabulary used should describe the
finished products or a completed result, e.g., “a management plan”, “a feasibility study”, “trained
personnel”. At least one of the outputs should be to provide an appropriate activity report of the
project (for example, if a scientific assessment of the wetland is being carried out then one of its outputs
could be a detailed scientific assessment report).

» <c
b

E. Activities

Explain all the activities that will be undertaken to produce each output. Explanation of the
activities should be detailed and analytical so that at the end of this section the methodology of
the project is clear. The vocabulary used should describe actions that will be taken, e.g., “conduct
training”’, “consultation with ministries”, “organize seminars”. A full description of how these
activities will be carried out should be provided, including details such as, for example,
the person and organization executing the activity, sampling or monitoring
methodologies, types of materials to be produced, number of publications to be printed,
number of people attending workshop, cost of food and accommodation, etc. Following
Resolution XIII.18 Gender and Wetlands (Dubai, 2018), proposed activities are encouraged to
be a balanced gender representation, such as workshops and trainings.

F. Logical frame of the project

Use the table below to summarize the activities undertaken to produce each output and to reach
each objective. This table should be consistent with the paragraphs B, C, D and E above. It will
be used to assess the project’s progress.

Problems Objectives Outputs Activities

Excample: 1. to develop the sustainable | 1. Management plan 1.1 Working group involving all

Unsustainable  wuse  of  the management and governance stakeholders: the anthorities in

Ramsar Site due to overfishing of the Ramsar Site charge of the site, fishermen, ett.
3 meetings.

management plan

management — plan by
working group

G. Project management arrangements and stakeholders

A plan or flow chart for management and implementation arrangements of the project should be
prepared. This section should include information on the agency or body executing the project,
describe institutional and technical capacities to undertake the work, and indicate the monitoring
and evaluation procedures to ensure that the objectives are met. It should also include an
identification of the stakeholders concerned by the project. If the implementing agency is not the
Administrative Authority of the Convention, general information on the implementing agency
should be provided, including details about its institutional and/or working relations with the
Administrative Authority.

1. 2 Preparing the draft

1. 3 Review of the draft
the
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H. Work Plan

A schedule should be presented for production of all the outputs of the proposed project during the
life of the project. This work plan should indicate the order in which activities will be undertaken so
as to show the sequence and relationship between activities.

Month

Outputs & 1 2 3 4 5 6 7 8 9 10 11 12
Key Activities
Output 1
Activity 1:
Activity 2:
Output 2
Activity 3:
Activity 4:

I.  Budget
The NWF provides a maximum of US Dollars (USD) 30,000 per strategic project or activities to
support projects submitted by non-Contracting Parties to assist with their accession.

Please provide the budget costs in your local currency and converted to US Dollars (USD) —
but NOT in any other currency. Please distinguish between the amounts to be covered by the
NWTF grant and by counterpart funding (if any). If there is counterpart funding, please indicate
whether the funds have been secured and, if so, from which organization these funds will come.
Also, distinguish clearly between counterpart funds coming from, or proposed to come from,
sources within and from outside the country.

In this section a detailed budget, consistent with the previous sections, in particular with
the activities described, should be presented. All items (especially salary costs) for which
support is requested from the NWF must be justified in the activity section. Please include
unit costs (e.g., monthly salaries, number of copies and unit cost of publications, etc.)
where appropriate. Present the budget for a one-year period: the NWF contribution should be
spent during a one-year period, in line with the work plan provided.

In addition to the cash funds in the budget, please also provide additional information in this
section of the project proposal about any additional “in-kind” contributions to the project (e.g.,
provision of office accommodation, provision of technical equipment, work time of personnel
paid from other sources, etc.).

Use the format below for the project budget tables.

1)  Budget summary
Exchange rate applied: 1 US dollars (USD) = xx [local currency]

Funding Source Total funds Total funds
(local currency) (US dollars)
NWF 000.00 000.00
Implementing Organization 000.00 000.00
Other sources of funding 000.00 000.00
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[ToTAL [000.00 [000.00 |

i)  Overall itemized budget

Exchange rate applied: 1 US dollars (USD) = xx [local currency]

Description of budget item Unit | Number | NWF Implementing | Total Total
(include unit costs where | Cost | of Unit (ocal organization (local (USD)
appropriate) (local currency) | and other | currency)

curre sources of

ncy) funding

ocal currenc

1.1 Supervisory Staff
No. of persons & duration of
employment on this project:

1.2 Consultants / Expetts
No. of persons & duration of
employment on this project:

1.3 Field Staff / Equipment

operators
No. of persons & duration of
employment on this project:

1.4 Office Staff
No. of persons & duration of
employment on this project:

1.5 Daily workers
No. of persons & duration of
employment on this project:

SUB-TOTAL:

2.1 Air fares

2.2 Other travel costs
2.3 Accommodation
2.4 Meals
SUB-TOTAL:

3.1 Computer costs

3.2 Telephone & fax

3.3 Photocopies

3.4 Office supplies

3.5 Other (please specify):
SUB-TOTAL:

4.1 Preparation

4.2 Printing / reproduction
4.3 Distribution (postage)
4.4 Other (please specify):
SUB-TOTAL:
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5. Output 2 For example COST
OF WORKSHOP(S)/
TRAINING COURSE(S)

Dates of workshop(s)/ conrse(s):
No. of persons attending:

5.1 Air fares

5.2 Transportation

5.3 Per diems

5.4 Rental of Facilities

5.5 Speakers’ fees

5.6 Translation costs

SUB-TOTAL:

6. MISCELLANEOUS

6.1 (please specify):

6.2 (please specify):

SUB-TOTAL:

TOTAL:

J. Follow Up

Intended follow-up after completion of the project timetable. Please mention here what is going
to be done after the project is over to ensure the long-term sustainability of the results.

K. Bibliography
Please list key references.
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CONVENTION ON WETLANDS (Ramsar, Iran, 1971)
Rue Mauverney 28, CH-1196 Gland, Switzerland

Tel. +41-22-999-0170,

E-mail: lee@ramsar.org

Web site: www.ramsar.org

Nagao Wetland Fund (INWF)

Section C: Project Contract Form

Grant Agreement Nr. XXX
of xxx 2026
concerning the project proposal: ---- of “date”

The Secretariat of the Convention on Wetlands, hosted by IUCN, International Union for
Conservation of Nature and Natural Resources (“IUCN”), Rue Mauverney 28, 1196 Gland,
Switzerland (hereinafter referred to as “the Secretariat”).

and
Grant Recipient (hereinafter referred to as “XXX”).

The Secretariat and the [Grant Recipient] shall be referred to herein each as a “Party” and together
as the “Parties”.

The Nagao Wetland Fund has approved a grant of USD xxxxx in support of the project and
budget referred to above for the period covering from Day/Month/Year to Day/Month/Yeat,
which may be extended by the mutual agreement of the Parties.

The following terms and conditions apply to the use of the Nagao Wetland Fund:

1. 35% of the total approved grant (USD xxxxx) will be transferred after receipt of the
countersigned copy of this letter and the first invoice by the Secretariat. The second
payment of 35% (USD xxxxx) of the total approved budget will be transferred after, (i) a
timely submission of the progress report and the second invoice and, (ii) approval of report
and the second invoice by the Secretariat (Date of Progress Report Submission:
Day/Month/Year). The remaining 30% (USD xxxxx) of the total approved budget will
be transferred after, (i) a timely submission of the final report and the third invoice and,
(if) approval of report and the third invoice by the Secretariat (Date of Final Report
Submission: Day/Month/Year). To facilitate transfer of the payment, please indicate on
the countersigned copy of this contract the full name and details of the Grant Recipient to
which payment will be sent (including its address, telephone, e-mail) and bank account
details. The Secretariat will only make payments to the [Grant Recipient’s] bank account
(opened in the name of the Grant Recipient in the place where the Grant Recipient is
established or where the project is implemented) as indicated on the countersigned copy
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of this contract. The Grant Recipient shall bear any bank charges associated with any
transfer of funds that the Secretariat may make hereunder.

The progress and final report shall be provided using the standard format(s) provided in
the Operational Guidelines for the Nagao Wetland Fund INWF), 2026, attached as Annex 1 and
shall have a signed endorsement from the head of the Administrative Authority or the
National Focal Point of the Convention on Wetlands.

Under the Secretariat’s Operational Guidelines for the Nagao Wetland Fund INWF), 2020,
attached as Annex 1, NWF funds and interest earned thereon may be expended only for
the purposes stated in the present letter, and it is understood that these grant funds will be
used for such purposes in accordance with the approved budget. Any interest earned on
the grant shall be added to the budget total and accounted for.

All the conditions described in the Operational Guidelines for the Nagao Wetland Fund 2026
(Annex 1) apply to this contract. Under the terms of this grant, no additional administration
costs may be deducted for this project.

Any substantial variations in project implementation as set out in the approved project
proposal and budget, including changes to the timing of expenditures or changes in
activities or use of the budget affecting more than 10% of any budget line, should be
submitted in writing to the Secretariat for prior approval.

Whilst this project may form part of a larger project with funding from other sources, the
specific work to be undertaken as annexed to this contract should not have duplicate
funding from other sources. Should this project have such duplicate funding, the project
proponents are required to declare this to the Secretariat and to return to the Secretariat
the portion or all funds provided under this grant which have also received funding from
other sources.

NWTF funds may not be used by the implementing organization or any other body to carry
out any activities that may adversely affect the ecological character of the wetland(s)
involved, or otherwise contravene any of the applicable articles of the Convention on
Wetlands.

Attention is drawn to the fact that the project may be cancelled by mutual agreement
between the Nagao Natural Environment Foundation (NEF) as a donor and the
Secretariat if the work is not completed or a satisfactory Progress and Final Report is not
received in line with the schedule/deadlines approved in this contract. In case of
cancellation of the project, the Grant Recipient shall reimburse all unused funds within
thirty (30) days of the cancellation or termination.

These reports should contain a detailed financial statement which reflects expenditures of
the grant funds, according to the categories of the approved budget, as of the end of the
period covered by the report. The final report should be accompanied by a vlog,
photographs and similar other materials illustrating the key activities undertaken. The
Grant Recipient is obliged to keep copies of all invoices, contract, ,receipts and/or other
financial records for 10 years, as required by the Swiss law.
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Any unused funds by the end of the project period shall be identified in the financial
statement accompanying the final report. The Secretariat will decide on how to best use
those funds.

The Secretariat, in agreement with the Administrative Authority of the Convention, shall
be allowed to visit, with financial support from the NEF, the project site and/or the project
implementing agency or agencies, and/or to designate one of its partner organizations or
collaborators to do so on its behalf, in order to have a first-hand appraisal of the progress
made during implementation and/or the results obtained after completion of the project.
It is agreed that said staff will be given full cooperation during their visit, allowing them
free access to sites and premises, as well as to any documents relevant to the project.

The Secretariat will include information on this grant in its periodic reports and may also
refer to the grant in a press release or in any other social media platforms.

A copy of all output and awareness materials produced wholly or partly with the NWFEF
fund such as scientific reports, publications, videos, brochures, and pamphlets should be
submitted to the Secretariat along with the final report. For digital publications like blog
or websites, a link can be provided. Such materials should include an appropriate
acknowledgement of the support from the NWF.

The recipient of the NWF grant acknowledges its willingness to mark the name and logo
of the Convention on Wetlands and the NEF in all equipment and all products obtained
through the support of the NWT.

The Secretariat and the Administrative Authority of the Convention reserve the right to
use the publications and materials generated through this financing in the way they
consider proper to strengthen the implementation of the Convention and to advance the
interests of conservation of wetlands and other natural resources at the local, national and
international levels, provided that any such use shall clearly acknowledge the Convention
on Wetlands’ funding and role in carrying out this project. The copyright of all products
and materials produced wholly or in part under this grant belongs to the Secretariat.
However, Grant Recipient shall be free to use the products and materials for non-
commercial purposes, to benefit the conservation of wetlands, without seeking the consent
of the Secretariat. Grant Recipient shall require the prior written approval of the Secretariat
before any modification or commercial use. Electronic versions of all such modified
products and materials must be supplied to the Secretariat.

All correspondence and notices in connection with the implementation of this Agreement
must be directed as follows:

Secretariat Contact Person Grant Recipient Contact Person
[name] [name]

[title] [title]

[address] [address]

[phone] [phone]

[email] [email]
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The Grant Recipient shall comply with the terms of IUCN’s Code of Conduct and
Professional Ethics, available at

https://www.iucn.org/downloads/code of conduct and professional ethics.pdf,
which by signing of this Agreement, the Grant recipient confirms it has reviewed and
accepted.

The Grant Recipient shall comply with the standards of conduct set forth in IUCN’s
Anti-fraud and Anti-corruption Policy available at
https://www.iucn.org/downloads/anti fraud policy.pdf, which by signing of this
Agreement, the Grant recipient confirmed it has reviewed and accepted.

The Grant Recipient shall comply with the principles and standards of protection
equivalent to those stipulated in the Policy on the Protection from Sexual Exploitation,
Sexual Abuse and Sexual Harassment (SEAH Policy) available at
https://www.iucn.org/sites/dev/files/seah revised version 2020apr27.pdf.

The IUCN Travel Policy and Procedures for Non-Statf shall apply to all travel expenses
and is available at https://www.iucn.org/about-iucn/accountability-and-
reporting/values-policies-and-procedure.

All procurement of goods, services, materials and equipment, if any, under this
Agreement shall be made in accordance with IUCN’s Procurement Policy and Procedure
for Grant Recipients attached to this Agreement as Annex 2.

Termination

22.1  Termination for cause

22.1.1 The Secretariat reserves the right to terminate this Agreement in whole or in part,

upon written notice with immediate effect in the event that the Grant Recipient:

i has falsified or provided inaccurate, incomplete or misleading information in
any documentation provided to the Secretariat;

1. defaults in carrying out any of its obligations under this Agreement;

iid. has engaged in illegal acts, including, without limitation fraudulent or corrupt
actions as defined in Code of Conduct and Professional Ethics for the
Secretariat and IUCN's Anti-fraud Policy (hereafter referred to as a “Fraud”);

1v. enters into liquidation or dissolution other than for the purpose of an
amalgamation or reconstruction; or

V. ceases to carry on business, has a receiver or administrator appointed over all or
any part of its assets or undertaking, enters into any composition or
arrangement with its creditors or takes or suffers any similar action in
consequence of a debt or other liability, or undergoes any process analogous to
the foregoing in any jurisdiction throughout the world


https://www.iucn.org/downloads/code_of_conduct_and_professional_ethics.pdf
https://www.iucn.org/downloads/anti_fraud_policy.pdf
https://www.iucn.org/sites/dev/files/seah_revised_version_2020apr27.pdf
https://www.iucn.org/about-iucn/accountability-and-reporting/values-policies-and-procedure
https://www.iucn.org/about-iucn/accountability-and-reporting/values-policies-and-procedure
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22.1.2 Ifitis determined that the Grant Recipient has committed Fraud in competing for

22.2

2221

2222

22.2.3

22.2.4

22.3

or in the performance of this Agreement, all expenditures incurred under this
Agreement shall be undue and the Grant Recipient shall promptly reimburse the
Secretariat for all expenditures incurred in the performance of this Agreement.

Termination for force majeure

The performance of this Agreement by either Party is subject to acts of God, war,
government regulations, epidemics, pandemics, disaster, strikes (excluding strikes of
respective Parties” personnel), civil disorders, curtailment of transportation facilities,
or other emergencies making it illegal or impossible for either Party to perform its
obligations (“Force Majeure Event”). The Party subject to a Force Majeure Event
shall promptly notify the other Party of the occurrence and particulars of such Force
Majeure Event, including how it impacts the performance of its obligations under
this Agreement. The Party so affected shall use diligent efforts to avoid or remove
such causes of non or delayed performance as soon as is reasonably practicable. The
Parties may agree to a suspension, a termination or an extension of the Agreement as
deemed appropriate.

This Agreement may be terminated unilaterally without compensation for any one or
more of the foregoing reasons by written notice from one Party to the other.

Notwithstanding the above, the Parties may agree to a suspension or an extension of
the Agreement as deemed appropriate. Upon termination of the Force Majeure
Event, the performance of the suspended Services shall without delay recommence.

The Party subject to the Force Majeure Event shall not be liable to the other Party
for any damages arising out of or relating to the suspension or termination of
Services by reason of the occurrence of a Force Majeure Event, provided such Party
complies with all the requirements under this article 22.2.

Effects of Termination

In the event of termination under this article, the Secretariat shall pay the Grant Recipient
any outstanding Remuneration in respect of Services performed by the Grant Recipient up
until the effective date of termination, it being understood that the total amount payable by
the Secretariat to the Grant Recipient shall not exceed the Remuneration stated in clause 5 of
the Agreement. The Grant Recipient shall within thirty (30) days of termination, and at the
Secretariat’s request:

22.3.1

22.3.2

2233

22.3.4

to the extent possible, complete the Services subject to the Remuneration made
available until the date of termination and stop all ongoing activities;

refund to the Secretariat any advance payments received in excess of the total
expenditure incurred as evidenced in the invoices submitted to the Secretariat,
reimburse the Secretariat for any expenditures made in breach of the terms of this
Agreement and

submit final technical and financial reports and any other materials, deliverables,
works or other outputs created as at the date of termination under this Agreement.
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The Grant Recipient shall process any personal data exchanged in the implementation of
this contract in accordance with the terms of this contract and the applicable law. . In
particular, it shall be processed in a manner that ensures the security of the personal data,
including protection against unauthorized or unlawful processing and against accidental
loss, destruction or damage, using appropriate technical or organizational measures.
Personal data is any information relating to an identified or identifiable individual. The
Grant Recipient shall promptly, and in any case within forty-eight (48) hours inform
Secretariat through the online form located at
(https:/ /portals.iucn.org/dataprotection/requestform), if it determines and/or discloses
to a competent public authority and/or affected data subjects that a Personal Data breach
has occurred.

This contract is governed by Swiss law.

The Parties to this contract shall make every effort to resolve through dialogue any disputes
arising from the execution, interpretation and implementation of this contract. Any dispute
arising out of or in relation with this contract that cannot be resolved amicably by the
Parties shall be submitted to the competent courts of Lausanne, Switzerland.

This contract shall only be amended by a written agreement signed by the authorized
representatives of both Parties.

The Grant Recipient represents and warrants its compliance at any time with any laws that
apply in the jurisdiction in which the Grant Recipient is operating or carrying out this
contract, including, but not limited to, anti-bribery laws, employment and social security
laws and tax laws.

The Grant Recipient represents and warrants that it is legally registered, authorised to do
business and/or has procutred any necessary permits or licenses required to carty out this
contract in the jurisdiction of project implementation and to grant the Secretariat the rights
under this contract.

The Grant Recipient represents and warrants that no part of the grant shall be provided
to, or used to support, individuals and organizations associated with terrorism as identified
on any sanction list published by the European Union, the United States Government, the
United Nations Security Council or other relevant agency or body.

This contract may be executed in counterparts, each of which shall be deemed to be an
original, but all of which, taken together, shall constitute one and the same agreement. The
Secretariat and the Grand Recipient agree that the signed counterparts may be delivered
by e-mail in a ".pdf" format data file or electronic signature (e.g., DocuSign or similar
electronic signature technology) and thereafter maintained in electronic form, and that in
this case such signature shall create a valid and binding obligation of the party executing
with the same force and effect as if such ".pdf" or electronic signature page were an original
thereof.



Operational Guidelines for NWF (2026) page 23

On behalf of the Convention on Wetlands, let me extend every good wish for the success
of this endeavour.

Yours sincerely,

Dr. Musonda Mumba
Secretary General,
Secretariat of the Convention on Wetlands

Annex 1 — Operational Guidelines for the Nagao Wetland Fund 2026
Annex 2 — IUCN Procurement Policy and Procedures for Grant Recipients
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If you agree to the terms and conditions, and timing set out above then kindly confirm your
agreement of the contents of this contract by counter-signing and initialling each page of one copy
of this contract and returning them to the Secretariat by electronic means. You should countersign
and retain one copy of this contract and project document.

ACCEPTED AND AGREED:

Name of the recipient agency/organization:

Represented by:

Title:

Date:

Attachments: NWF Operational Guidelines, Sections E & F.

The full Operational Guidelines are available from Wetland Finance Support Officer at the Secretariat of
the Convention on Wetlands (email: lee@ramsar.org)

PAYMENT SHOULD BE DIRECTED TO:

Name of Agency/Organization:

Name and title of Officer responsible
for the NWF grant:

Address:

Telephone:

Email:

Complete name of bank and/or branch:

Address of bank and/or branch:

Bank account in name of:

Bank account numbert:

SWIFT CODE:

IBAN:

Seal and signature of the recipient agency/organization:

Signature Seal Date



Operational Guidelines for NWF (2026) page 25

CONVENTION ON WETLANDS (Ramsar, Iran, 1971)
Rue Mauverney 28, CH-1196 Gland, Switzerland
Tel. +41-22-999-0170, Fax +41-22-999-0169

E-mail: lee@ramsar.org
Web site: www.ramsar.org

Nagao Wetland Fund (NWF)

Section D

Project Proposal Assessment Form
[for the Convention Secretariat use]

SUMMARY

Country:

Project code: NWEF/yeat/country initials/consecutive number of multiple projects submitted by the
countty

NWE /yeat/ /

Project Title:

Has the project been submitted previously? 0 Yes o No

If YES, how was it assessed? Feasible or feasible with minor improvements: g Yeg o No

Score:

If part of a larger project, what is the total cost of the overall project: USD

Amount requested from NWE: USD

Additional counterpart financial contribution from proposer: USD

In-kind support being provided from proposer: [SNYD)

Additional financial contribution(s) from other in-country sources: USD

Additional financial contribution(s) from other sources external to the country:  USD

In-kind support being provided from other sources: USD

Total Project Budget USD

=> Project was assessed as feasible 0 Yes 0 No
OR feasible subject to minor improvements (Stage I) 0 Yes o No

Primary reasons for the score given:


mailto:asia.oceania@ramsar.org
http://www.ramsar.org/
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Assessment Procedure

The assessment procedure considers the feasibility of the project by reviewing the objectives,
proposed activities and outputs, budgetary information and the capacity of the proposer to
complete the project. If it is the overall conclusion of the Secretariat that the project does not meet
expectations of the review, it will not be further considered.

Review of objectives, methodology, budgetary and capacity information

In the following review, the questions are intended to help the reviewer to determine if the project
has appropriate objectives, proposes to apply suitable methods and activities, has a clearly prepared
and appropriate budget, the proposer has the necessary capacity to carry out the project, and the
project is therefore feasible. The reviewer should indicate Yes or No in response to each question in
sections A, B, C, and D, and then in Section E indicate an overall assessment about the feasibility of
the project based on the assessments in the foregoing sections. If there are more than two “No”
responses given in a section (A-D), this section will be assessed as “No”. In Section E, if there are
at least two “No”, then serious consideration needs to be given to rating the project as unsuitable.

A. Obijectives and outputs: are the objectives and beneficiaries well defined?

1. Is the background of the project satisfactory? Yes / No

2. Are the beneficiaries of the project clearly explained? Yes / No

3. Is (are) the problem(s) to be addressed identified? Yes / No

4. Are the general objectives clearly related to Operational Objectives of the @ Yes / No
Convention’s Strategic Plan?

5. Are the specific objectives clearly defined? Yes / No

6. Are the objectives (both general and specific) appropriate to the problems @ Yes / No
identified (also consider whether the specific objectives reflect appropriate
solutions to overcome the problems identified)?

7. Is there an output indicated for each objectiver Yes / No

Qo

Are the outputs suitable to achieve the objectives? Yes / No

9. Are the reasonings supporting the necessity of the project clearly identifiable and = Yes / No
well-founded?

10. Is one of the outputs of the project to provide an activity report (for example, if Yes / No
a scientific assessment of the wetland is being carried out then one of the outputs
could be a detailed assessment report).

Assessment — the beneficiaries, objectives and outputs are well defined o Yes 0 No

B. Activities: are the activities for achieving the objectives well defined and appropriate?

1. Are the activities described adequately? Yes / No
2. Are the methods for undertaking each activity described clearly? Yes / No
3. Are the activities proposed appropriate to attain the indicated output? Yes / No
4. Are the methods for undertaking each activity appropriate to execute the activity?  Yes / No
5. Are the different stakeholders described adequately? (including ~ of  gender | Yes / No

perspectives is encouraged.)

6. Does the project include monitoring and evaluation procedures to ensure that the | Yes / No
objectives are met?
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7. Is the work plan described adequately? Yes / No

8. Is the work plan appropriate to attain the indicated outputs? Yes / No

Assessment — the methods proposed for achieving the objectives are suitable o Yes 0 No

C. Suitability of the budget and adequacy of information on budgeting

1. Is there a budget with itemized lists of costs? Yes / No
2. Does the budget provide justification for each budget item? Yes / No
3. Is the proposed budget appropriate for the activities and outputs envisaged (also . Yes / No

consider checking out previously approved projects to determine this)?

4.  Where applicable, does the budget distinguish between amounts to be covered by | Yes / No
the NWF grant and amounts with confirmed (or proposed) financing by other
sources (either cash or in-kind contributions)?

Assessment — the budget information is adequate and the proposed budget o Yes 0 No
appropriate

D. Capacities needed to see the project completed:

1. Is a project management structure defined, so that it is clear who is responsible = Yes / No
for the various aspects of the proposal?

2. Does the proposed executor of the project have the institutional and technical | Yes / No
capacity to carry out the project?

3. Given the current political and administrative environment in the country, is the . Yes / No
assessor confident of the project being completed?

Assessment — the capacity information indicates that the project should be able o Yes 0 No
to proceed

E Overall assessment - Project feasibility:

On balance does the project meet the expected standards under Sections:

A (Objectives), Yes / No
B (Activities and methods), Yes / No
C (Budget), Yes / No
D (Capacity) Yes / No
Based on the above ratings this project is:
feasible o
feasible subject to minor improvements o
not feasible o

If the overall assessment indicates that the project is not feasible,
then it will not be further considered.
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CONVENTION ON WETLANDS (Ramsar, Iran, 1971)
Rue Mauverney 28, CH-1196 Gland, Switzerland

Tel. +41-22-999-0170

E-mail: lee@ramsar.org

Web site: www.ramsar.org

Nagao Wetland Fund (NWF)

Section E
Standard format for the preparation of progress reports

(to be filled in by the implementing agency/otganization and endorsed by the
Administrative Authority of the Convention on Wetlands)

Country:

Title of the Project:

Project code: Year of approval:

Total funds allocated:

Funds received to date:

Name and position of the author of this report:

Date progress report due: Date progress report provided:

1. Abstract

Please report on what has been accomplished so far (approx. 200 words).

2.  Progress with meeting projects objectives

According to the logical framework of the project (please refer to the project proposal) and for
each objective and activity of the project, using the table below, please describe briefly the status of the

progress, in terms of:
A) Task completed or B) Task partially completed or C) No progress as yet

Objective Activity Current status Success rating (do you think you will reach
the objective for the planned date of the
project completion?)

Green (yes), orange (maybe) or red (no)

Example: 1. 1o Partially completed: 1 | Green
develgp the | 1-1 working  group | meeting took place

. with all the
sustainable stakeholders €}

management  of meetings)
the Ramsar Site
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Objective 1 Activity 1.1
Activity 1.2
Objective 2 Activity 2.1

Please also provide a summary of action(s) taken for each objective.
3.  Opverall progress

Opverall, has the project made appropriate progress towards meeting the objectives within the time
frame initially agreed upon? 0 Yes 0 No

If No, please indicate the reasons for any delays or proposed changes in project objectives.

4.  Budgetary details

- Please indicate what amount of the funds received from the NWTF for this project has been spent
so far (in US dollars).

- For each budget line, based on the final budget table from the project proposal, specify which
amount of money has been used.

Budget Expenditures
Description of | Unit Cost | Number NWF Other Unit Cost | Number NWF Other Total Total
budget item (local of Unit (local sources (local of Unit (local sources (local (USD)
(include  wnit  costs | currency) currency) (local currency) currency) (local currency)
where appropriate) currency) currency)

1.1 Supervisory Staff
No. of persons &
duration of
employment on  this
project:

1.2 Consultants /

Experts
No. of persons &
duration of
employment on  this
project:

SUB-TOTAL:

TOTAL:

- Have the funds been spent in accordance with the project specifications and budget?
o Yes o No
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- If No, please advice of where variations have occurred and the cost of these variations and
provide a justification for this variation.

- Indicate any expected future additional variation that you think could occur with the budget.

5.  Future issues

Highlight the three most significant issues/challenges to successfully completing the project and
explain how they will be addressed.

6. Project Pictures

Please provides 5-7 pictures with a 2-3 sentences description that best highlight what you are trying

to accomplish or have accomplished through this project. You may also provide the pictures
separately if needed.

7.  Project Officer (person responsible for executing the project)
Name: Signature:
Institution: Date:
Address:

8.  Approved by the Administrative Authority of the Convention on Wetlands

Name: Signature:
Administrative Authority: Date:
Address:
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CONVENTION ON WETLANDS (Ramsar, Iran, 1971)
Rue Mauverney 28, CH-1196 Gland, Switzerland

Tel. +41-22-999-0170, Fax +41-22-999-0169

E-mail: lee@ramsar.org

Web site: www.ramsar.org

Nagao Wetland Fund (NWF)

Section F
Standard format for the preparation of Final Reports

(to be filled in by the implementing agency/otganization and endorsed by the Administrative
Authority of the Convention on Wetlands)

Country:

Title of the Project:

Project code: Year of approval:

Name and position of the author of this report:

Date project was completed: Date final report provided:

Have you provided the Final Report in electronic as well as hard copy format?
Have you enclosed/provided separately:

a) some suitable photographs or colour slides (with the necessary description) illustrating

the project? 0 Yes 0 No
b) the copies of the materials produced with NWF funding (if applicable)?
0 Yes 0 No

c) vlog (5 min max)?
0 Yes 0 No

1. Abstract
Please report on what has been accomplished by the completed project (approx. 300 words).

2.  Achievements against each project objective
For each objective of the project, as stated in the project proposal, please indicate the oufput(s) in terms

of:
A) Task completed or B) Task only partially completed or C) Task not attempted

Obijective Output Activity Current status
Excample: 1. to develop | 1. A 1.1 working group with | Partially completed: 2 meetings
the sustainable | management all the stakebolders (3 | took place

plan meetings)
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management — of  the

Ramisar Site
1. 2 Preparing the draft | Completed: the draft management
management plan plan is ready

Objective 1 Output 1 Activity 1.1
Activity 1.2

Objective 2 Output 2 Activity 2.1

Please provide a summary of action(s) taken for each owfput. Where tasks were only partially
completed or not attempted please provide the reasons for not fulfilling this expectation.

3.  Overall project outcomes

Opverall, has the project achieved what it set out to do? 0 Yes 0 No
If No, please indicate the reasons for failing to meet the overall objective.

4.  Budgetary details

- Please submit a detailed expenditure and income account referring to the original project budget.
Indicate expenditure and income in the currency(s) in which they have actually occurred, and as
necessary provide the exchange rate into US dollars to be applied. Please fill in the table below
which presents all the expenditures following the categories of the original budget, as well as a
summary table with the totals of all the categories.

Budget Expenditures
Description of budget item NFW Other NWF Other Total Total
(include unit costs where appropriate) (local sources (local sources (Local (USD)
currency) (local currency) (ocal currency)
currency) currency)

1. SALARIES / WAGES /
CONSULTANCY COSTS

1.1 Supervisory Staff
No. of persons & duration  of
employment on this project:

1.2 Consultants / Experts
No. of persons & duration  of
employment on this project:

SUB-TOTAL:

TOTAL:
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- Were all funds allocated to the project from the NWF spent in accordance with the project
specifications and budget? 0 Yes 0 No

- If No, please advise of where variations have occurred, the cost of these variations and provide
a justification for this variation. Include this information in your detailed expenditure and income acconnt
report.

- If all funds were not spent, please indicate below the amount of unspent funds and recommend
possible uses for these funds which the Secretariat can consider.

Unspent funds: USD

5.  Project Officer (person responsible for executing the project)
Name: Signature:
Institution: Date
Address:

6. Approved by the Administrative Authority of the Convention on Wetlands
Name and title: Signature:

Administrative Authority: Date:
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CONVENTION ON WETLANDS (Ramsar, Iran, 1971)
Rue Mauverney 28, CH-1196 Gland, Switzerland
Tel. +41-22-999-0170, Fax +41-22-999-0169,

E-mail: Jee@ramsar.org
Web site: www.ramsar.org

Nagao Wetland Fund (NWF)

Section G
Standard format for evaluating completed projects

(to be completed by the Senior Regional Advisor for Asia-Oceania/Wetland Finance
Support Officer, Secretariat of the Convention on Wetlands)

Country:

Title of the Project:

Project Code: Year of approval:

Total funds allocated:

Project officer (person responsible for implementing the project):
Position, Institution:

Date progress report received: Date final report received:
1. Reporting requirements

1.1. Was the report submitted with the endorsement of the Administrative Authority?

Yes / No
1.2. Was a satisfactory abstract provided? Yes / No
1.3.  Were photos illustrating the project received? Yes / No
1.4.  Was the overall presentation of the report satisfactory? Yes / No

1.5. Was an electronic copy of the report provided? Yes / No
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2.  Consultations between the Secretariat, the Project Officer and the Administrative
Authority

During the project what level of contact was maintained between the Secretariat, the person
responsible for implementing the project, and the focal point in the Administrative Authority of
the Convention on Wetlands?
Was it:
o regular 0 occasional o only when reports were due

3. Achievement against each project objective

For each objective of the project (as stated in the project proposal) were the goals achieved?
Fully, Partially, Not at all

Objective 1:

Objective 2:

Objective 3:

Objective 4:

Objective 5:

Objective 6:

4.  Opverall project outcomes

Overall, has the project achieved what it set out to do? Yes / No

If No, are the reasons given for failing to meet the objectives acceptable, and why?

If the reasons given for failing to meet the objectives are not acceptable, describe what further
action is recommended:
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Financial accountability

Was an acceptable (accurate and clear) expense account (in USD) detailing all expenditures
provided? Yes / No

Were all funds allocated to the project from the NWF spent in accordance with the project
specifications and budget? Yes / No

If no, were the variations which occurred acceptable and justifiable? ~ Yes / No
If all funds were not spent how will they used?

The Secretariat of Convention on Wetlands Project Officer

Name: Signature: Date:



Procurement Policy and Procedures for Recipients of Grant
Funding from IUCN

1. PURPOSE

The purpose of this Policy and Procedure is to ensure that IUCN obtains value for money in all its
procurement activities and that procurement is conducted in an efficient and cost effective manner
that respects sustainability, the environment and ethical principles.

Prior to undertaking any purchases of goods or services with IUCN funds, grant recipients are required
to have institutional procurement policies in effect that are substantially at least as stringent as those
listed below. The specific procurement procedures listed in section 3. are applicable to all
goods/services procured with IUCN funds, and must be followed in all cases.

2. POLICY

All purchases of goods and services must be made with complete impartiality based solely on the
merits of supplier proposals, including such considerations as cost, quality, environmental impact,
delivery and payment terms. No employee, officer, or agent of the grant recipient may participate in
the selection, award, or administration of a contract if an actual or apparent conflict of interest would
arise.

The grant recipient must provide IUCN with a clear Delegation of Authority (DoA) document that
specifies what levels of approval are needed for expenditure in line with this policy. [IUCN reserves the
right to reject the proposed DoA and impose an alternative with regards to funds provided by IUCN.

All purchase decision must take into consideration the environmental policy of the supplier and the
environmental impact of the goods or services to be procured, with a view to minimizing the
environmental impact of the procurement. Environmental considerations include an assessment of
the need for the procurement and the environmental impact of the eventual disposal of any goods
procured.

Goods must only be accepted if they are received in good condition and meet the prescribed standard.
Grant recipients must examine and test goods upon receipt to ensure that the vendor has met all
terms and conditions of the purchase agreement.

All purchases of services over CHF 5,000, from individuals, companies or organizations, must be made
on the basis of a written contract or Purchase Order which must set forth in detail the relevant terms
of the contract including, without limitation, the proposed scope of work, deliverables, amounts and
terms of payment, timelines and the Parties’ relative responsibilities and liabilities for non-
performance.

Grant recipients must ensure that adequate insurance is obtained for the replacement value of any
equipment purchased.

Procurement contracts must be entered into only with responsible suppliers who are reputable, well
established and are suppliers of the type of goods and services being purchased in the normal course
of their business.

Procurement should only be undertaken with suppliers who:

e maintain ethical business practices at all times



e are notinvolved in any form of corruption or any fraudulent activities
e do not engage in any collusive or coercive practices

3. PROCUREMENT PROCEDURES

a. Purchases of goods and services with a value of CHF 5,000 or below

Purchases of goods and services with a cost of less than CHF 5000 may be made through “single
sourcing”. Competitive bids are not required. Research should be made of available suppliers and the
procurement decision should ensure best value for money. Competitive bidding should be considered
where the benefits of competitive tendering in terms of price and quality are likely to outweigh the costs

of the tendering exercise. A record of activities carried out to ensure value for money must be kept on
file.

b. Purchases of goods with a value between CHF 5,001 to CHF 50,000

Purchases of goods with a unit cost of more than CHF 5,000 but less than or equal to CHF 50,000 must
be based on written quotations received from at least three potential suppliers. Quotations must
include the price, the description and quantity of the goods, as well as the delivery time and place.

Grant recipients are advised to initially request more than three quotations.

If there are at least three potential suppliers of the goods at competitive prices in the grant recipient’s
country, the grant recipient may purchase in that jurisdiction without requesting quotations from
potential suppliers located in foreign countries.

If this is not the case, then the grant recipient must request quotations from suppliers within the
country to the extent such suppliers exist, and from suppliers in foreign countries. The choice of
suppliers and countries should be made to ensure that goods are procured at internationally
competitive prices.

c. Purchases of services with a value between CHF 5,001 to CHF 50,000

Purchases of Services in excess of CHF 5000 but less than CHF 50,000 must be based on a
comprehensive Terms of Reference specifying in detail the necessary subject area qualifications and
expected outputs. Statements of interest or CVs must be received from at least three potential firms
or individuals.

All purchases of services must be contracted on the basis of a written document that includes fixed
outputs and specific payment terms.

Fees may be paid on an hourly/daily rate, or on a fixed fee basis. All fees paid to individuals must be
consistent with previous salary/fee history, as documented in a CV and must be competitive and in
line with established norms for the type of work to be performed.

File documents must reflect clearly the list of individuals or firms invited to bid, the statements of
interest or CVs, salary/fee history, and rationale for selection.

d. Purchases of goods and services with a value over CHF 50,000
Purchases of goods and services with a cost in excess of CHF 50,000 are subject to special competitive

bidding procedures. Such purchases are only allowed with separate written authorization from the
relevant IUCN project manager.




In the event that purchases in excess of CHF 50,000 are authorized, IUCN shall assess the procurement
procedures of the Grant recipient and either authorise the procurement to be carried in accordance
with the grant recipient’s procedures or request that the Grant recipient carries out the procurement
in accordance with IUCN standard procedures (Section 5).

4. Mis-procurement

IUCN does not finance procurement undertaken by grant recipients when it concludes that mis-
procurement has occurred.

Mis-procurement is deemed to have occurred if:

(a) The procurement contract was not awarded in accordance with the provisions of the Grant
Agreement;

(b) The procurement was not included in a procurement plan required under a grant agreement
to which IUCN gave its prior written approval ;

(c) The procurement contract was not awarded to the bidder, who otherwise would have won
the tender, due to dilatory or other unjustifiable conduct by the grant recipient, resulting in
the successful bid no longer being valid or available;

(d) The most competitive bid was rejected on unjustifiable grounds; or

(e) The award of the procurement contract was a result of fraud, corruption or other unlawful or
unethical conduct.

In such cases, whether under prior or post review, IUCN will declare mis-procurement, and cancel that
portion of the grant allocated for the goods, works, or services that have been mis-procured.

IUCN may, in addition, exercise all other remedies available to it under the Grant Agreement and/or
under applicable law.

5. Guidance to grant recipients on competitive bidding

General considerations

All purchases equal to or greater than a value of CHF 50,000 must be subject to a competitive bidding
exercise through the issuance of a Request for Proposals (RFP).

The RFP must be issued to a sufficient number of potential suppliers known to provide the goods or
services to ensure that a minimum of three qualifying proposals are received. For amounts of CHF
100,0000r above, the RFP must be advertised on the organisation’s public website or using other
public media.

When preparing the RFP great care must be taken to ensure that the specifications for the equipment
or services are written in an objective manner so as not to favour a product or service of a particular
supplier.

In addition to the specification of the goods or services sought, the RFP must also specify the
evaluation criteria that will be applied in selecting the successful proposal. Where applicable, and as
much as possible, the relative weights assigned to these criteria should also be specified. As a
minimum, it should be indicated for each criterion whether it is considered to be of High, Medium, or
Low importance.



In particular, the RFP must clarify where the balance between price and quality scores will be struck
(e.g. 40% price, 60% quality).

Terms of response:

The RFP shall include the terms for response, to include the method (email, post, facsimile), the cut
off time for acceptance and the period of validity of the offer. For procurements over CHF 50,000, the
RFP must state that proposals are to be submitted with financial and qualitative responses in separate,
sealed envelopes, which shall not be opened until after the deadline for receipt of proposals has
passed. Where technically feasible, an alternative method of keeping bid information secret until after
the deadline may be used.

Where the procurement process is not open to all (under CHF 100,000), the selection of suppliers to
receive the RFP should be made in a way which ensures the integrity of the process and the confidence
of all users, suppliers and other interested parties. The selection process should rely primarily on the
professional judgement of the Purchaser?, but also on research conducted to identify potential
suppliers to ensure that, to the extent possible, suppliers known to provide the required goods or
services have an opportunity to compete.

The selection of potential suppliers shall be determined in accordance with rational economic criteria,
such as the experience of the supplier in providing the required goods or service, the ability of the
supplier to provide the goods or services within the required timelines, the reliability and technical
capacity of the supplier.

Considerations when preparing Requests for Proposals

1. Applicable to Goods and Services, excluding consultancy services

Specifications

The specifications of the goods or services to be ordered will be described in as full a detail as
possible, mindful of the requirement that they should not favour one supplier over another. The
exact quantity of each line item should be specified.

Any special requirements that are an essential part of the procurement shall be included. These
may include such things as spare parts, user manuals, packing and marking, foreign language,
availability of service support, warranties, requirement for samples, etc.

Where it is not possible to set the exact specifications, alternatives may be considered. In such cases
the RFP should include the clause “Alternatives to the requested specifications may be considered.”

Quantities

The quantity required must be stated. Where the exact quantity required is not known in advance,
an estimated quantity may be indicated with a provision that the Purchaser does not guarantee the

1 The term Purchaser refers to the person within the entity performing the procurement process



estimated quantity and reserves the right to increase or decrease the indicated quantity. For
services, quantity may be replaced by frequency or other relevant measure.

Time and place of delivery

The RFP must provide prospective bidders with specific information on the required place and date
of delivery of the goods or service.

2. Applicable to consultancy services only

For consultancy services, the specifications and quantities, referred to in 1. above, are replaced by
a Statement of Need and Terms of Reference.

Statement of Need

The Statement of Need must summarise the work to be performed, why it is necessary to perform
the work and why it is necessary to engage a consultant to fulfil the work requirement.

Terms of reference

The terms of reference must be clear and provide sufficient information for identification of
potential consultants.

Terms of Reference should include:
e the services to be provided by the consulting firm/organisation, including quality measures;
e the nature of the reports to be furnished and the dates when they must be completed;
e any other special material to be completed.

More detailed terms of reference may be elaborated later and included as part of the final contract.

The rights and obligations of the Purchaser and the consulting firm/organisation should be clearly
stated, particularly in such areas as intellectual property

Duration and completion date

As the delivery of consultancy services is essential to successful programme implementation, it is
essential that the Purchaser provides a realistic desired timeline and completion date.

3. Applicable to all RFPs

Payment terms?

The Purchaser should include its standard payment terms in the RFP. In most countries standard
payment terms are “within 30 days after receipt of goods/services and documents in good order.”
Although this is the standard, it is recognised that there will be exceptions. Examples would be
substantial discounts for early payment, partial payments for phased deliveries and partial
prepayments when the supplier must purchase materials to complete the task, e.g., construction.
The standard provisions for payment should be offered, with the provision that alternate payment

2 The procedure for advance payments is applicable to all purchase transactions regardless of value.



terms will be considered. The business norms of the country should also be considered when
deciding on the payment terms.

Amending the RFP

If it becomes desirable to modify the RFP in any way after it has been circulated to prospective bidders
or invitees to submit proposals, an identical written amendment shall be sent to all parties who
received the original solicitation.

Contacts with suppliers

During the bidding or proposal process, it is permissible to clarify points in the RFP. However, any
responses to questions related to the bid which are not addressed in the RFP but which are material
to the process and which may alter bid submission must be provided to all suppliers to whom the RFP
was addressed.

Absolute impartiality must be shown to all bidders or proposers receiving the RFP. Any additional
information concerning any solicitation must be made available to every bidder or proposer.

Opening bids or proposals

For procurements of CHF 100,000 or above, all received proposals must remain unopened until after
the deadline for receipt of proposals. They must be opened with at least two people present and each
page of each proposal initialled. A record must be kept of the suppliers’ names and the names of the
individuals present at the opening.

For procurements under CHF 100,000, all bids and proposals are to be received and opened by the
requesting Purchaser or his/her delegate and are to be date stamped upon receipt. Bids may be
received by email, post, courier, fax, or be hand delivered by the bidder.

Bids received after the announced bid closing time will not normally be considered in the bid
evaluation process.

Unsolicited offers, i.e. offers received from suppliers who did not request the RFP and respond in
accordance with the formal process, as a general rule will not be considered. However, if an
unsolicited offer indicates a significant disparity in prices or suggests that the solicitation process was
not adequately handled, the RFP will be reinitiated.

Confidentiality

Costing data submitted in the suppliers’ offers will be treated as confidential information and may not
be released outside of the purchasing entity, or to those within the entity to those who do not need
access to such information for the proper performance of their duties.

Irregularities

Any unusual or questionable circumstances surrounding the proposal process will be reported to the
IUCN programme unit responsible for the project.



Evaluation of bids or proposals

The quotations, bids or proposals, received from suppliers in response to an RFP shall be evaluated in
accordance with the evaluation criteria and weights specified in the RFP. No information other than
that submitted by the suppliers and no evaluation criteria other than those previously specified may
be used.

The evaluation shall be carried out by an Evaluation Panel of at least three members, who shall be
appointed by the Approving Officer or their delegate. Qualitative criteria should be evaluated
independently of pricing — either by carrying out the qualitative evaluation first, or by having a second,
separate panel for the financial evaluation.

All formal bids and proposals will be tabulated on a Competitive Bid Analysis (CBA) worksheet for ease
of comparison, which will be kept in the procurement file.

Considerations in the evaluation of bids

Adherence to Specifications or Terms of Reference

The first consideration is to ensure that the goods or services offered meet IUCN requirements as
defined in the RFP.

Only bids or proposals offering items with fundamental characteristics meeting or exceeding those
in the solicitation shall be considered as acceptable.

Capability of supplier

The Purchaser should consider whether or not the supplier has the capability in all respects to
perform fully the contract requirements, and the integrity and reliability which will ensure good
faith performance.

Financial standing of supplier

If the supplier is known or suspected to be in financial difficulty, the supplier may be required to
demonstrate their capability to perform, or to post a performance bond.

Environmental impact

The environmental impact of the goods or services offered should be evaluated together with the
supplier’s environmental policy.

Value for money

Goods and services should be procured at the best value. In the evaluation of bids or proposals,
the overall value is the criterion for determining the lowest bid or proposal, and the specifications
in the invitation or request for proposal should be formulated to permit such an evaluation.

Delivery Terms




When the delivery date is an important factor in awarding a contract, it should be so stated in the
RFP. Offers not meeting a required delivery schedule may be rejected. If all bids or proposals are
disqualified under this condition and if re-advertising is not feasible, it may be necessary to accept
the best delivery terms.

Incomplete bids

Offers to provide goods or services that only partially meet requirements will not normally be
considered unless the RFP provides for award in such a manner.

Payment Discounts

Payment discounts should be taken into consideration in evaluating total cost provided that the
Finance Officer confirms that the time margin is sufficient to allow normal payment processes to
take place.

Authorised costs exceeded

Whenever the cost of a contemplated purchase exceeds the estimated cost, or some other
maximum amount fixed by IUCN, the latter should be informed and further instructions requested.
The award should be withheld until a written authorisation amending the requisition has been
received.

Errors and Omissions:

Errors in Price. IUCN is not responsible for errors in price made by a bidder. However, if the
Purchaser has reason to believe that the offer of a bidder contains an error in price, he/she should,
before completing the evaluation, request the bidder to verify the prices in question. If the bidder
replies that the prices are correct as quoted, the evaluation may then be completed without further
qguestion. A note of the fact that a query was made, together with the reply, should appear in the
file.

Failure of Bidder or Proposer to Furnish Data: Failure to furnish certain data with a bid or proposal,
i.e., data which do not affect in any way price, quality, etc., even when required by the solicitation,
will not require immediate rejection of the bid unless the bid so states. It is the responsibility of the
Purchaser to request the missing data from the bidders. If the request is not fulfilled, the bid may
be rejected.

Errors in Affixing Signature: All bids and proposals must be signed, and the typed or printed name
of the individual signing should also appear. A doubtful signature, a missing signature or a signature
evidently executed by someone other than the typed name, should be questioned. If the bid is not
signed and there is no indication that signing was intended, the bid or proposal should be rejected.

Corrections or Alterations: Corrections or alterations in a bid or proposal must be initialled by the
individual who signs the bid or proposal. If this stipulation has not been complied with, the bidder
or proposer shall be requested to confirm each change in writing. Upon receipt of the confirmation,
it shall be attached to and made a part of the offer. No correction or other alteration in the prices
or terms of a bid or a proposal shall be permitted after the time of closing.

Awarding a contract



Following completion of the CBA, the Purchaser shall make a recommendation for the award of the
contract and provide a justification on the worksheet. In the event the lowest bidder or proposer is
found unacceptable, then clear, concise and comprehensive justification must be provided in support
of the recommendation.

For purchases over CHF 50,000, the CBA, together with the recommendation for the award of contract,
will be sent to IUCN for endorsement. Under CHF 50,000, the same document must be submitted to
the Approving Officer as specified in the grant recipient’s own Delegation of Authority.

On receipt of the endorsement the Approving Officer will formerly approve the award of contract to
the selected supplier.

Communicating the decision

Prior to making an award, no information with respect to probable acceptance or rejection of any
offer may be made available to any person outside the purchasing entity other than to an official of
IUCN. The reasons for any delay in making the award may be made known upon request, if the
furnishing of that information is not prejudicial to the interests of the Purchaser or IUCN.

Once the decision to award a contract has been duly approved, all suppliers who submitted a Proposal
by the stated deadline shall be informed in writing of that decision. The unsuccessful suppliers should
be offered an opportunity to receive a de-briefing if desired.

The information supplied to them as part of a de-briefing should be limited to: (1) the name of the
successful bidder, (2) the approximate price or prices at which the award was made, and (3) the basis
of the with reference to the evaluation criteria stated in the RFP.

Any allegation of fraud or corruption made by a bidder should be reported directly to the IUCN Head
of Oversight (antifraudpolicy@iucn.org).
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