SERVICE CONTRACT
for services and expenses related to NGO grant scheme activities
1. Parties
SIPU International 
Contact person: Pontus Förberg
Dalagatan 7
P.O Box 45113
104 30 Stockholm, SWEDEN

Tel/fax/email: pontus.forberg@sipu.se +46 70 2142181 
NGO/Albanian organisation: 
Contact person: xxxxxx
Personal identity number: xxxxxx
Address:  xxxxxx
Tel: Xxxxxx 

Cell: Xxxxxx
email: Xxxxxx
Banking details:
	Correspondent bank:
	Xxxxxx

	Beneficiary bank:


	Xxxxxx

	Sender to Receiver Information
	        Xxxxxx

	Beneficiary:
         NAME
        Account #
	Xxxxxx

	Details of payment:
	Payment in favour of xxxxxx


2. Services 

a) Scope of Services

xxxxxx (henceforth called the NGO) shall carry out the services defined in the Project Proposal, Appendix B (herein referred to as the “Services”). 
b) Time Schedule

The Services shall be delivered in accordance with the time schedule included in the Project Proposal. The implementation period of the activity starts _______ 2014. The Services shall be completed no later than ________2015. 
3.   Staffing

a) Specification of Personnel

The Services shall be carried out by the personnel specified in the NGO’s proposal.

b) Team Leader

The Team Leader (from the implementing body of the project) shall be _____________

c) Replacement of personnel

If SIPU finds that any of the personnel have committed a serious act of misconduct or has been charged with a criminal offense, or has reasonable cause to be dissatisfied with the performance of any of the personnel then the consultant shall, at SIPU’s written request which specify the grounds, promptly provide a replacement for the person. The replacement person’s qualifications, experience shall be provided to SIPU before the replacement is approved.
4.  Responsibilities 

SIPU shall provide the NGO with all relevant information and facts about the overall project and Grant Scheme.
The NGO is responsible for the execution of the Grant project and that the project and all activities are executed in accordance with the agreed timetable and approved budget. The NGO shall ensure that the assignment is carried out as agreed and with high professional standards. 

The NGO shall accept no instructions with regard to the administrative and financial performance of the services except from the Project Director, Mr. Pontus Förberg. The PM can delegate his instruction rights to the Albanian grant monitor, Mr Arben Qesku. 
5.    General rights and obligations

The NGO is not allowed to make any amendments in this contract or to make any additions to the contract or the Project Proposal without the written approval of the SIPU. The NGO is not entitled to any additional benefit, payment, subsidy, compensation or entitlement, except when mentioned in this contract, or specified in a commissioned order.
SIPU retains the proprietary rights, including the copyrights, to any published or unpublished written or recorded material produced under this contract. However, the NGO may use material as reference material in other assignments.
6.     Execution of the services and reporting

The services shall be carried out during the period ______________ 2014 to ​​​​​​​​​​​​___________2015.

The NGO shall be responsible for the writing of reports (narrative and financial). The reports shall be submitted to SIPU in two (2) originals each and by electronic mail (email) in English language. Upon request by the SIPU, the NGO shall also provide oral and informal briefing reports.
Reports shall be delivered every sixth month. 

The final report of the project activity will be provided to SIPU no later than two weeks from the conclusion of the project activities.
7.    Remuneration, Invoicing and Payment
a) Fees and Reimbursable Costs

The NGO is entitled to fees and reimbursable costs in accordance with the approved project budget, specifying persons performing the Services, rates in Euros.

b) Budget 

The project’s budget is enclosed in Appendix C.
The total amount of payments under this contract shall not exceed XXXX Euros (including VAT).

c) Invoicing and Financial Reporting and Payment
Each invoice shall include the name of the NGO, full information on the legal status of the NGO, such as organisational number and VAT registration number.

The bank account holder must be the invoicing NGO.

Payments will be made in instalments, against invoices from the NGO. The invoice for the first instalment of 25% of the contract amount shall be sent to SIPU after the signing of the contract. The invoices for the second and third instalment of 25% shall be sent after SIPU has received and approved financial and written reports for the previous period. The invoice for the final instalment of 25% shall be invoiced after SIPU has received and approved financial and written final reports for the whole project period.

The invoices for 2nd, 3rd and 4th instalments shall be accompanied by a financial report for the previous period. 


Only fees and costs in accordance with the approved budget will be approved. 
The financial reports shall be itemized and sub-totaled by using the headings and posts of the approved budget. Fees and costs for the period in question shall be specified.
Claims in respect of fees shall specify the name, position, fee rate and days, dates or periods worked for each person. 

The financial reports shall be accompanied with copies of all receipts, invoices, vouchers, and any other appropriate material supporting and giving evidence of the expenses incurred by the NGO.
Invoices will be paid within 15 days of the submission date.
The payment of domestic taxes, if any, on payments is the sole responsibility of the NGO.

Money transfer to the NGO will be made in EUR to the designated bank account. 
8.     Audit
An audit of the project will be conducted by an external, independent and qualified auditor. Random examination of invoices can be part of such audits. In the event that an invoice(s) from the NGO is selected for examination the NGO shall fully cooperate with and assist the auditor.

9.     Representatives and Amendments of the Contract

a) SIPU Representative

For communications regarding the contract, the following person shall represent SIPU:

Grant Monitoring Officer
Arben Qesku
Tirana, Albania

Mobile: +355 

Email: 

b) The NGO’s Representative

For communications regarding the contract, the following person and/or his designee shall represent the NGO:

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

c) Amendments

Amendments of the contract shall be made in writing and signed by the parties.

10.      Notices and Language

Notices, requests or other communication shall be in the English languages and sent to the SIPU.
11.   Termination of Contract

The work shall be executed in accordance with agreed timetable and the grant guidelines.  If the NGO is unable to execute the work in accordance with agreed timetable or if SIPU is dissatisfied with any aspects of the services provided under this Contract, SIPU has the right to cancel the Contract. 

The period of notice is negotiable. In cases of serious breaches of commonly accepted standards and obligations or serious mistakes in the line of duty, SIPU has the right to nullify the contract with immediate effect.
12.   Other conditions

The NGO and it’s staff shall follow the rules for SIPU staff as contained in “Code of Conduct for SIPU International AB” dated 21st of February 2006 as attached to this contract and shall also be informed of other general SIPU policies, such as “Policy regarding Sexual Harassment”.

13     Law of contract 

This agreement will be governed by and construed in accordance with the laws of Sweden.

14      Disputes

Disputes concerning interpretation and application of this Contract, and conditions of service therein shall initially be solved by discussions between the NGO and SIPU.

Work related matters shall normally be discussed and resolved with the SIPU Grant Monitoring Officer.

If a dispute cannot be resolved through discussions between the parties, it will be settled through arbitration in Stockholm, Sweden according to the Swedish Law on Arbitration.

The Parties have signed this Contract in two originals (English language) of which they have taken one each.

Signatures 

Date: 
For SIPU
                                          
For the NGO
…………………………..

..…………………………



xxxxxxxx
Appendix A
Small Grants Scheme Guidelines

Appendix B
Project Proposal (including Project Logframe and Project Work Plan)
Appendix C
Approved Budget

Appendix D
Code of Conduct

