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ANNEX IV
PROCUREMENT & DISBURSEMENTPROCEDURES
FOR DIRECT SUPPORT GRANTS PROGAMME

1. [bookmark: _Ref41360266][bookmark: _Ref33501318]General Principles

In some cases, implementation of a project requires procurement of goods and services by the Beneficiary. In this instance, the contract must be awarded to the most economically advantageous tender (i.e. the tender offering the best price-quality ratio), in accordance with the principles of transparency and fair competition for potential contractors and taking care to avoid any conflicts of interest.
[bookmark: _Hlt35047416]To this end, the Beneficiary must comply with the rules set out in Section 2, below, before submission of supporting documentation for approval or disbursement of funds by Caribbean Export.
In the event of failure to comply with the rules referred to above and below, expenditure on the operations in question is not eligible for financing.
Caribbean Export may carry out ex post checks on beneficiaries' compliance with the rules.
The provisions of this Annex also apply to contracts to be concluded by the Beneficiary’s partners.

2. [bookmark: _Ref17797939][bookmark: _Ref17802608][bookmark: _Ref41358995][bookmark: _Ref41358767]Procurement Rules

The Beneficiary must at all times seek to obtain competitive prices to purchase goods and services. All goods and services procured for the purpose of the Action must adhere to the following:
a. Quotations for costs of EUR 10,000 and above – 3 quotations are required from individual service providers or suppliers.
b. Quotations for costs less than EUR 10,000 – 2 quotations are required from individual service providers or suppliers.
c. Signed Contracts/Agreements for engaging a consultant(s) or service provider(s). (No electronic signatures are allowed so all contracts must have physical signatures).
d. Original invoices and original receipts from all vendors are required.

e. Goods and services can be sourced worldwide.




3. [bookmark: _Hlk42555979]Disbursement Rules

The beneficiary must ensure that the above rules are followed when procuring all goods and services.

a. A maximum of three (3) disbursements, in tranches of 30%, 40%, and 30% of the eligible project costs will be disbursed to beneficiaries as follows:
· Tranche 1 - up to a maximum of 30% of the eligible project costs on submission and approval of the requisite number of quotations for each activity to be undertaken with the first tranche of funds A copy of the original contract(s) and invoice(s) from the pre-approved vendor(s) and the Request for Disbursement (Annex V) must also accompany the submission. Electronic copies of all above mentioned documents will be sufficient for approval, but the original copies must be submitted with Tranche 2 Request for Disbursement (see Checklist below);

· Tranche 2 - up to 40% of the eligible project costs, unless the maximum 30% from the first tranche was underutilised. A Request for Disbursement (Annex V) must be submitted along with proof of payment(s) to the vendors for the funds used from the first tranche, receipts, bank statement(s), Annex VI –Narrative Report (Tranche 1) and Annex VII – Financial Report (Tranche 1). All original documentation should be couriered to Caribbean Export for review and approval (see Checklist below);

· Tranche 3 – the remaining 30% of the eligible project costs, which cannot exceed 100% of the overall eligible project costs. A Request for Disbursement must be submitted, along with proof of payment(s) to the vendors for the second tranche of funds, receipts, bank statement(s), Annex VI - Narrative Report (Tranche 2), and Annex VII – Financial Report (Tranche 2). All original documentation should be couriered to Caribbean Export for review and approval (see Checklist below).


Tranche Disbursement 

· [bookmark: _Hlk46912366]First Tranche Disbursement: The Beneficiary must submit supporting documents in accordance with Annex IV, to Caribbean Export for verification and approval in order to receive the first tranche disbursement.

· Second Tranche Disbursement: The Beneficiary can only receive second tranche, if Caribbean Export verifies and approves the utilisation of 100% of the first tranche disbursement, as well as receives supporting documents in accordance with Annex IV. The Beneficiary shall be required to confirm expenditure of funds received from Caribbean Export in accordance with Annex VI - Narrative Report (Tranche 1) and Annex VII - Financial Report (Tranche 1) and submit these documents to Caribbean Export for verification and approval to facilitate the second tranche disbursement.

· Third Tranche Disbursement: The Beneficiary can only receive the final tranche, if Caribbean Export verifies and approves all the required reports (Narrative and Financial) for utilisation of 100% of the second tranche disbursement.

Caribbean Export will make  tranche disbursements to beneficiaries only AFTER receipt of relevant documentation, that is, quotations from vendors that have been solicited, original contracts, original invoices, proof of payment to vendors, and reports (Annex VI - Narrative Report and Annex VII - Financial Report). 


Caribbean Export reserves the right to undertake necessary action to recover, suspend, or cancel Tranche Payments to Beneficiaries who:

i. Do not reconcile expenditure of funds received under Tranche (1, 2 or 3) disbursements, and 
ii. Fail to satisfy Annex IV - Procurement and Disbursement Procedures.

Any deviations from this schedule shall be decided by Caribbean Export on a case-by-case basis. All disbursements will be required to meet pre-determined criteria and reporting requirements as per Annex II and IV. 
b. When submitting the second and third requests for disbursement, the following proofs of payment shall accompany Annex VI – Narrative Report (Tranche 1/2) and Annex VII – Financial Report (Tranche 1/2): 

Proof of payment for services or supplies. The types of proof of payments that are accepted are as follows:

[bookmark: _Hlk42545478]Original receipts to support payments to pre-approved vendors:

i. For payment(s) made by credit card, the original credit card statement showing the name and address of the cardholder (with personal and confidential data redacted); OR copy of the credit card statement(s) affixed with the original financial institution’s stamp. The copy must include the name and address of the cardholder. 

ii. For payment(s) made by manager’s cheque or bank draft, the carbon copy of the draft/cheque; OR a copy of the manager’s cheque or bank draft, affixed with the original financial institution’s stamp.

iii. For payment(s) made by wire transfer, the original wire transfer receipt or original carbon copy stamped by the bank; and

iv. For payment(s) made by the company/organisation’s cheque(s), a copy of the cheque(s) or a copy of the returned cheque from the financial institution. 


4. Source of Funds

i. Original bank statements must be provided to verify source of funds for purchases of all goods and services. The bank statement must contain the name and address of the company; OR
A copy of the company’s bank statement affixed with the original financial institution’s stamp is required.
ii. All payments should be made from the account of the company awarded the grant, or the owner/director listed on the application, or from the listed partner’s account.
5. Reports and Other Supporting Documentation

Copy of reports, newspaper advertisements, banners, pictures, and any other attachments should be supplied to provide evidence of the activity.
6. Currency Exchange Rates 
[bookmark: _Hlk42545020]The InforEuro currency exchange rates will be used to convert all currencies to Euro using the exchange rate of the month that the disbursement is made.
7. Procurement & Disbursement Claim Checklist 

Beneficiaries submitting documentation for pre-approval or disbursements must ensure that all the supporting documentation meets the criteria as listed in the “Procurement & Disbursement Checklist” table below.
Procurement & Disbursement Checklist


	Disbursements
	Documentation

	



Tranche #1
	
To be submitted electronically to dsgpinfo@carib-export.com for approval:

· Tranche 1quotations
· Tranche 1 contracts
· Tranche 1 invoices


	
	
To be submitted to CE in hard copy (via courier) prior to disbursement:
· Tranche 1 quotations
· Original signed Tranche 1 contracts
· Original Tranche 1 invoices
· Annex V- Tranche 1Request for Disbursement
· Annex VII –Financial Report (Tranche 1) (approved proposed expenditures only)


	




Tranche # 2
	
To be submitted electronically to dsgpinfo@carib-export.com for approval:

· Tranche 2 quotations
· Tranche 2 contracts
· Tranche 2 invoices


	
	
To be submitted to CE in hard copy prior to disbursement:
· Tranche 2 quotations
· Original signed Tranche 2 contracts
· Original Tranche 2 invoices
· Annex V- Tranche 2 Request for Disbursement
· Annex VI -- Narrative Report (Tranche 1)
· Annex VII- Financial Report (Tranche 1)
· Original proof of payment for Tranche 1 
[bookmark: _GoBack]        expenditure (see Section 3b)

	




Tranche #3
	
To be submitted electronically to dsgpinfo@carib-export.com for approval:

· Tranche 3 quotations
· Tranche 3 contracts
· Tranche 3 invoices


	
	
To be submitted to CE in hard copy prior to disbursement:
· Tranche 3 quotations
· Original signed Tranche 3 contracts
· Original Tranche 3 invoices
· Annex V- Tranche 3 Request for Disbursement
· Annex VI- Narrative Report (Tranche 2)
· Annex VII- Financial Report (Tranche 2)
· Original proof of payment for Tranche 2 expenditure (see Section 3b)


	
To be submitted to CE in hard copy no later than two (2) months after completing the project or the end                           of the implementation period:
· Annex VI-Narrative Report (Tranche 3)
· Annex VII- Financial Report (Tranche 3)
· Original proof of payment for Tranche 3 expenditure (see Section 3b)

Caribbean Export reserves the right to undertake necessary actions to recover, suspend, or cancel tranchepayments to beneficiaries who do not reconcile expenditure of funds received under Tranche 
1, 2 or 3 disbursements, and/or fail to satisfy the above procurement and disbursement procedures.
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Action/Activity
	
Additional Documentation

	
Equipment & Supplies (applicable to all items listed in the Budget under this heading)
	
Requirements

· Photo(s) of equipment purchased installed (please ensure that the logos of Caribbean Export and EU are placed on the equipment) if applicable.


	
Cost of Attending Virtual Conference/Trade Show/Mission/Seminar/Workshop


	
Requirements
· Copy of completed registration form;
· Summary report(s) (i.e. purpose, benefits and results); and


	
Visibility actions (promotions efforts within potential markets)
	
Requirements
· Copy of promotional materials (Please ensure that the logos of Caribbean Export and EU are printed/posted on all promotional materials). Logos to be requested from Caribbean Export.



	
Consultants
	
Requirements
· Copy of report from the consultant/firm consisting the name of the author and the date; and
· Written confirmation from the beneficiary that the report has been accepted/approved. Please indicate this acceptance under Section 2.1 of Annex VI –Narrative Report (Tranche 1/2/3).



	

Cost of Registration of Intellectual Property
	
If an Attorney-at-Law is used in the registration of Intellectual Property:
· Original receipt for costs of application for registration (including searches and other associated costs);
· Copy of IP certificate where applicable.

OR

If the Beneficiary registers the Intellectual Property directly at the relevant Intellectual Property Office, without utilising the services of an Attorney-at-Law:
· Original receipts for costs of application for registration (including searches and other associated costs);
· Copy of IP certificate where applicable.
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