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Preface 

 
The purpose of this manual is to elucidate, step by step, the operations and 

procedures to be implemented by the Municipal Development and Lending Fund 

(MDLF) in ranking municipalities, allocating their grants for capital investment & 

operation, helping them to plan and implement projects to improve their services and 

hence improve the quality of life to their residents. 

 

This manual is designed to be used alongside with a number of other documents, 

including in particular MDLF’s Transfer Mechanism Manual on allocation of 

municipal funds and MDLF’s Procurement Manual. 

 

As part of its purpose, this manual develops all necessary tools (forms, guidelines 

and checklists) needed to implement MDLF’s technical operations and procedures.  

   

This manual is an updated version of MDLF’s Technical Manual that was prepared by 

PADCO 2006, updated manual December 2009 and updated manual February 2013; the 

updates were necessary to conform to the new changes in MDLF’s programmatic 

activities. Actually, the updates were fundamental and resulted through extensive 

consultation with interested stakeholders including MDLF key staff, donors and 

municipalities.  

 

Finally, this manual is a living document and needs to be updated as conditions warrant. 

In fact, the manual will need modifications by the end of the first cycle of implementing 

capital investment projects; by then, modifications shall be based on real piloting of the 

manual and benefit from actual lessons learned.   

 

 

 

 

 

 

 

 

 



MDLF Technical Operations Manual                                                                                                                                         Page 3 out of 47 
 

 

Contents 
 

Topic  Page 

Preface 2 

 Introduction 6 

1.0 Technical Operations in Support of the MDLF's 

Mission and Values 

7 

1.1 Supporting the Mission and values 7 

1 Types of Projects Supported by the MDLF 9 

2.1 Eligible Applicants 9 

2.2 Eligible Projects 10 

2.3 Limitations on the Amount of Funds Provided to Each 

municipality 

2.4 Municipal Partnership Projects                                       

     2.4.1 Private Sector Partnership Support                                                     

2.4.2 Joint Municipal Project Development Support               

2.4.2.1 Submission for joint projects and appraisal                  

        2.4.2.2 Implementation and Payment Procedures            

 

12 

 

12 

12 

13 

16 

 

17 

 Technical Operations Flow Chart 18 

 Technical Operations Detailed Description 19 

3. Mobilization Stage 19 

3.1 Allocating Municipal funds 19 

     3.2  Self-Environmental and Social Management for  

Municipalities  

 

20 

3.3 Preparing all Necessary Documents 21 

4. Identification stage 23 

4.1 Projects Identification, Preparation, and Submission for 

Approval 
23 

4.2 Applications Evaluation and Revisions by MDLF 28 

4.3 Signing Grant Implementation Agreements 32 

 



MDLF Technical Operations Manual                                                                                                                                         Page 4 out of 47 
 

5.0 Procurement Stage 33 

6.0 The surplus of municipality allocation  36 

7.0 Implementation Stage  

8. Financial management arrangements                                 

42                                               

37 

9.0  Projects Operation and Maintenance  

10.0 Termination of Grant Implementation Agreement 

GIA                                                                                          44                         

43 

 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

 



MDLF Technical Operations Manual                                                                                                                                         Page 5 out of 47 
 

 

 

Abbreviations 

 
BOD Board of Directors 

BOD TC Board of Directors Technical Committee  

BOQ Bill of Quantities 

CB Capacity Building 

DCG Donor Coordination Group 

DCF Data Collection Form 

ESMF Environmental Social Management Framework 

ESMP Environmental Social Management Plan 

DG Director General  

OM Operations Manager 

GIA Grant Implementation Agreement 

FY Fiscal Year 

FD Financial Department 

LALAP Land Acquisition and Livelihood Action Plan  

LALPF Land Acquisition and Livelihood Policy Framework  

LGUs Local Government Units (Municipalities or Municipal Areas for the 

purpose of this manual) 

LTC Local Technical Consultant 

MDLF Municipal Development and Lending Fund of Palestine 

MOLG Ministry of Local Government 

MOFP Ministry of Finance &Planning 

MP Master Plan 

O&M Operations and Maintenance 

PNA Palestinian National Authority 

PPM Procurement Plan Milestone 

PRDP Public Reform Development Plan 

PD Procurement Department 

RFA Request for Applications 

RFP Request for Proposals 

RFQ Request for Quotations 

RM Responsibility Matrix 

SDIP Strategic Development and Investment Plan 

SDP Strategic Planning Department 



MDLF Technical Operations Manual                                                                                                                                         Page 6 out of 47 
 

TC Technical Committee composed of TD manager and one supervisor, 

Procurement Department Manager,  and chaired by OM 

TD Technical Department 

TOM Technical Operational Manual 

VAR Variation Order Request 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



MDLF Technical Operations Manual                                                                                                                                         Page 7 out of 47 
 

 
1.0 Technical Operations in support of MDLF’s Mission and Values 

 
Key Points 

The Technical Operations support the mission and values of the MDLF with respect 

to: 

  Managing Funds effectively 

  Harmonizing local development with national plans and policies 

  Enabling LGUs to provide quality services  

  Enabling LGUs to achieve sustainable development 

 Ensuring effective monitoring and evaluation techniques 

 Operating with transparency, professionalism,  accountability, credibility, and 

scientific method 

 
1.1  Supporting the Mission and Values 

             The mission of the MDLF: A national organization that strives to empower 

the local government units to implement national programs and projects that 

are derived from the local government policies by managing the funds for 

grants and loans. 

MDLF provides municipalities
1
 with grants

2
 . The money is embodied into 

development projects on the ground. 

MDLF manages, monitors, and evaluates projects funded by its grants. The 

MDLF directly reports the progress and the impact of these projects to 

stakeholders, in particular   to   the   public,   the   national government and 

donors.  

This Technical Operations Manual (TOM) supports the MDLF mission and 

values in the way illustrated in Table No. 1 below. 

 

 

 

 

 

                                                      
1 LGUs means all local government Units, but the MDLF is supporting mainly municipalities anticipating 

that other smaller village councils will merge in a bigger community called municipalities, or under 

Innovation Window as part of a joint service council under specific programs. Therefore, this manual will 

use the term municipality. 

2 MDLF at the time when municipalities are at the level of creditworthy, they may be receiving loans, the 

mechanism for such practice is not yet developed, therefore, this manual deals with grants only.  
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  Table No. (1): The Technical Operations Manual supports MDLF mission and values 

MDLF Mission 

& Values  

Contribution of the Technical Operations Manual 

Manage Funds 

effectively 

• Adopts MDLF’s Transfer Mechanism which allocates grants to 

municipalities in equitable, efficient, and accountable way; it 

creates incentives for improving municipalities performance. 

• Encourages substantial cost sharing by municipalities. 

• Enables MDLF to manage, monitor and evaluate projects’ 

design and implementation  

Harmonize 

local 

development 

with national 

plans and 

policies 

• Creates incentives for municipalities to improve their 

performance; hence supports national development goals for 

development at local level. 

• Encourages the implementation of projects resulted from an 

approved SDIPs.  

• Projects’ identification, assessment and approval procedures 

support harmony with national plans and policies 

Enable 

municipaliti

es to provide 

quality 

services and 

achieve 

sustainable 

development 

• Creates incentives for municipalities to improve their 

performance; this improves the general capacity of 

municipalities to provide better quality and sustainable service 

• Requires municipalities to submit proper operation & 

maintenance plan for each proposed project 

• Requires municipalities to propose priority-need projects as seen 

by the citizens, which are economically feasible,  don’t cause 

any unmitigated environmental & social risks 

• Enables MDLF to manage, monitor and evaluate projects’ 

design and implementation 

Operate with 

transparency, 

professionalism,  

accountability, 

credibility, and 

scientific 

method 

 

• MDLF’s grant allocation mechanism is documented and open for 

all municipalities; it is based on scientific analysis of real data. 

• Municipalities identify their priority-need projects with direct 

community consultations. 

 • Municipalities themselves assess their projects against well 

defined illegibility criteria, while MDLF audits projects’ assessment. 

• MDLF appraises, funds, monitors and evaluates projects’ design 

and implementation using professional tools and procedures. 

• Evaluation reports compare achievements to commitments for 
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MDLF Mission 

& Values  

Contribution of the Technical Operations Manual 

both the MDLF and the municipalities. 

• Applications, decisions and records are documented and open to 

stakeholders and the public. 

 

 

2:0 Types of Projects Supported by the MDLF 
 

Key Points 

 Municipalities are eligible to receive grants from MDLF if complied with basic 

eligibility criteria in accordance to the Grants Allocation Manual. 

 The grants will cover investments or activities that are within the legal mandate 

of municipalities as per the Local Authorities Law of 1997 or revision thereof. 

 Rehabilitation (including goods and works), reconstruction, extension and new 

construction of municipal infrastructures and facilities may receive MDLF 

support. 

 The municipal projects shall come out of SDIP 

  The ceiling of funds each municipality is eligible to receive from MDLF, 

under municipal grant for capital investment component, is calculated using the 

grant allocation formula in which allocations are based on population (20%), 

needs (30%) and performance (50%). 

 

2.1 Eligible Applicants for investments in municipal infrastructure 

2.1.1 The allocations for municipalities will be allocated 50% of the total 

component 1 financing for the block grant and 50% for the performance based 

grant. 

All Municipalities, which have their annual budget approved by the municipal 

council and submitted to MoLG are eligible to receive block grants.. From the 

third year of the project, a second eligibility criterion will be added requiring a 

SDIP to be prepared according to new SDIP Guidelines that are to be introduced in 

early 2018. The performance-based grants will be provided to the block grant 

eligible municipalities that further fulfill minimum eligibility criteria for 

performance grants Municipalities with improved performance will be able to 

access more grants. 
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2.2 Eligible Projects 

The grants will cover investments or activities that are within the legal mandate of 

municipalities as per the Local Authorities Law of 1997 or revision thereof. The eligible 

sectors (including but not limited to (i) Water and waste water services if provided by 

the municipalities; (ii) Solid Waste Management; (iii) Roads and sidewalks; (iv) 

Public Facilities (v) Street Lighting and (vi) Electricity Services not provided by a 

commercial utility), Revenue Generation projects (, car parking,…)and renewable 

energy are those that constitute the core areas of municipal services to be provided to the 

citizens or enable the municipalities to provide or develop those services. 

 

Municipalities are requested to show that they have coordinated with 

relevant national bodies, such as Palestinian Energy Authority and 

Palestinian Water Authority, Ministry of Education, Civil Defense,  etc 

to ensure avoidance of any duplication of investment. 

 

a. Note1: during emergency situations, as of the blockade on Gaza, the MDLF 

will adopt a degree of flexibility by allowing for the payment of non-wage 

recurrent expenditures as direct inputs for sustaining essential municipal 

services in Gaza on the basis of short-term plans. The provisions will include 

the expenditures as listed in table for maintaining public health (such as 

water purification, Pest control). For solid waste collection, it may include 

labor, dumping fees, vehicle lubricants, insurance, and other related direct 

running costs. For road maintenance it may include lubricants and vehicle 

insurance. The non-wage recurrent expenditures are not to exceed 20% of the 

municipality allocation.  

b. .Note 2: The allocated funds may cover the design fees of the eligible 

projects. 

Table (No 2): type of the recurrent expenditures for Gaza Municipalities 

No. Item Category Details 

1. Oil for vehicles and electricity 
generators 

1. Oil for service vehicles including 
the administration’s vehicles   

2. Oil for Water and Waste Water 
Facilities and the Administration (to 
operate the Stade by Generators)   

2. Materials for health departments Chemicals to fight mosquito and rodents   

3. Vehicles and Electricity 
Generators spare parts including 
wells tires and Batteries as will. 

1. Items for service vehicles (all 
sectors) 

2. Items for Service Electricity 
Generators (all Sectors) 

3. Items for electricity Generators for 
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the administration  

4. Electro mechanical Maintenance 
contracts for Water and Waste 
Water Facilities Spare parts  

 

5. Primary solid waste collection 
cost (hiring of labor) 

Hiring labor using donkey carts/using hand 
carts 

6. Secondary solid waste collection 
through private sector (from 
transfer stations to the main 
landfill) 

Contracting private companies to transfer 
solid waste from the transfer stations to the 
main land fill 

7. Solid waste councils fees/ Solid 
Waste fees for the use of the 
Land fill 

Payments against the solid waste service 
provided by the public entity on a regular 
basis. 

8. Joint Service councils fees  Payments against municipal services 
provided by the service councils (using 
wheel loaders, trucks, waste water 
vehicles….etc.).  

9..  Materials for municipality 
workshop  

Small to medium size tools for municipal 
services maintenance regular activities  

10. Chemicals for water purification   

11. Maintenance of solid waste 
containers  

 

12. Materials and tools for safety  Example clothes and shoes for workers  

 

The monitoring arrangements/plans for non-wager recurrent expenditures are 

explained in Annex 13 

When municipalities submit a project proposal to MDLF, it has to be in 

compliance with the legal requirements of the revised Palestinian Basic Law of 

2003, the Jordanian Law No. 79 of 1966 The Cities, the Villages and Buildings 

Regulating Law, and the Buildings and Regulation Bylaw for Local Authorities 

No. 5 for 2011 

 

Expenditures will be ensured to comply with Environmental, Social Safeguard 

referred in ESMF (Annex 1), in addition to Land acquisition and Livelihood Policy 

framework (LALPF) (Annex 2) considering the following policies can be triggered 

in MDP III: 

 Environmental Assessment Policy (OP/BP 4.01).  

 Involuntary Resettlement Policy (OP 4.12), rephrased for MDP with 

Land acquisition and Livelihood.  

Sub-projects will be rigorously screened to verify potential 

triggering of the Involuntary Resettlement Policy where Land 

acquisition and Livelihood Action Plan shall be prepared by the 

municipality following the Land acquisition and Livelihood Policy 

Framework (Annex2)  
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The LALPF provide indication of sub-project types that do trigger 

the policy. 

 Pest Control Management (OP/BP 4.09); which its procedure is 

depicted in Annex 6 of the ESMF (Annex 1). 

 

Negative list of expenditures:  According to ESMF any project might 

trigger any of the world Bank Policies is considered ineligible: 

 Projects under category A of Environmental Quality Authority 

(EQA) and  projects under  Category A of World Bank 

Environmental Assessment policy (O.P 4.01): 

 Power plants (including gas turbines, substations and super tension 

lines) 

 Quarries and mines 

 Wastewater treatment plants including main sewers 

 Cement plants 

 Solid waste disposal sites 

 Hazardous waste disposal sites 

 Plants producing, storing or using hazardous substances 

 Airports and landing strips 

 Seaports, jetties and harbors 

 Refineries 

 Industrial estates 

 Major dams and reservoirs 

 Steel mills 

  

Physical Cultural Resources (PCR) Policy OP 4.11International 

Waterways Policy OP 7.50;  

  

 

 

 

 

 

2.3 Limitations on the Amount of Funds Provided to Each Municipality 

 

The amount of funds each municipality is eligible to receive from the 

MDLF is subject to a ceiling. This ceiling is based on the municipality 

population, needs and its management practices, particularly its financial 
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management and planning. 

MDLF provides municipalities with performance based grants for 

investments in service delivery, using an allocation formula designed to 

incentivize better management practices. The formula allocates resources 

to municipalities in an equitable, efficient, and accountable way, based 

on three weighted criteria: population (20%), needs (30%), and 

performance (50%). Municipalities are ranked from levels E to A++, 

using 21 key indicators of good municipal governance, and will receive 

higher or lower grant amounts based on their rank; MDLF will revise the 

ranking of the municipalities per cycle. The three weighted criteria, the 

11 levels of performance (A++highest to E lowest) and the conditions 

required for each rank and also the definition of the mentioned key 

performance indicators are explained in the MDLF Transfer Mechanism 

Manual. 

 

2.4  Municipal Partnership Projects: 

 

This component will support municipalities to: a) engage more effectively with 

the private sector, and b) work across administrative boundaries to develop joint 

investments.  

 

2.4.1  Private Sector Partnership Support.  

 

In its National Development Plans, the Palestinian Authority recognized the 

need for significant improvements to the quality and affordability of 

infrastructure services, and acknowledged that its fiscal situation would 

require private sector participation to provide the necessary expertise and 

investment to supplement its public infrastructure budget. This policy agenda 

is clearly stated in the priorities matrix (2017-2021) (Promoting Public 

Private Partnership approach (PPP’s) at the local government level to 

contribute in efforts of achieving sustainable local development). The 

objective of the intervention is to enhance the institutional capacity of 

Palestinian municipalities and to setup a policy and legal framework towards 

successful partnership with private sector with clear arrangement and 

regulations among key stakeholders. In order to better leverage private sector 

engagement, this component will support municipalities to identify, develop, and 

structure opportunities for private sector participation in addressing local 

development needs on a demand-driven basis.  This component will 

support municipalities to identify the potential modalities for private sector 

engagement, select the most relevant or appropriate modality based on feasibility, and 

design the implementation of the agreed modality.  Specific areas for support would 

http://www.mopad.pna.ps/en/images/PDFs/Palestine%20State_final.pdf
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range from permitting and other processes to structuring private sector participation 

in infrastructure and service delivery (contracting out, joint ventures, special purpose 

vehicles and build-operate-transfer agreements), as well as strategic land use planning 

and associated infrastructure development related to economic growth priorities.  The 

component will be particularly important in terms of supporting technical and human 

capacity development at the municipal level. 

 

2.4.2  Joint Municipal Project Development Support.  

 

This component will finance top-up payments complementary to the grant 

allocations under component 1 to incentivize municipal joint and/or innovative 

investments based on municipal demands to leverage economies of scale for 

municipal investments and facilitate financially sustainable municipal 

investments. The top-up funding under window 2 would reward municipalities with 

additional funds, if they are willing to invest some of their MDP window 1 allocation to 

more cumbersome joint projects or to innovations especially innovations with substantial 

macro-economic benefits (environmental benefits, social benefits).  

A top-up formula to be provided for specific investments with a development 

impact beyond single municipal level (+50%) or innovative projects with specific 

environmental or social impact (+25%).  

 

The different areas of potential joint investments and / or innovative investments may be 

in the following issues:  

A. Joint planning and its impact on municipal investment: 

The main joint investments to be expected from joint planning processes and suitable for 

MDP top-up funding will be investments in  

 joint solid waste management,  

 improved local traffic facilities,  

 economic development, especially with regard to green spaces and leisure 

facilities,  

 possibly some minor projects in the water, wastewater and storm water sector. 

Renewable energy projects for own energy consumption of JSCs. 

 

B. Solid Waste Management 
The National Strategy for Solid Waste Management was endorsed in May 2010. The 

delimitation of solid waste service areas, planning and overall investments in regional 

landfills is underway and investments exceed municipal capacities. In 2015, West Bank 

accounted for 13 JSCs for solid waste management. The following specific conditions for 

solid waste investments are to be applied:  
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 Investments sustain or improve service quality and are part of the overall solid 

waste management concept and the investment plan of the JSC; 

 The municipalities have to apply jointly with the JSC. The project 

implementation will be managed by the JSC. Newly generated assets will be 

owned, operated and maintained by the JSC; 

 The municipalities have no arrears towards their utility and the utility has no 

arrears for landfill fees (in case of using the landfill of another JSC); 

 Investments are not eligible, if municipalities collect less than 50% of solid waste 

fees; 

 Investments are not eligible, if the JSC has not submitted its budget plans and its 

latest annual accounts in timely manner to MoLG. 

C. Water and Wastewater Management 
The Water Law of 2014 foresees the management of bulk water by one National Water 

Company, and the management of local water provision through Regional Water 

Utilities. However, the local authorities shall continue to exercise their responsibilities 

and powers under the applicable laws and regulations until the establishment of the 

National Water Company and the Regional Water Utilities. 

The Water Sector Regulatory Council (WSRC) was established in 2014. Regulation 

intends to stop the drain on the government’s budget due to unpaid bulk water bills. 

However, WSRC is still building up its capacities and tools for water and wastewater 

monitoring, such as baseline-data, the assessment of production, treatment, 

transportation, and distribution and the tariff structures. The priority of main sector 

investments is under the responsibility of the Palestinian Water Authority (PWA), which 

also interacts with the various funding partners in the sector. For the time being, 

municipalities may use window 1 funds for individual water sector investments.  

Smaller joint water and wastewater investments with positive environmental impact or 

service improvement can be subject to top-up funding under window 2. The following 

specific conditions for water sector investments are to be applied 

 The investment is a joint need (e.g. pumps, sucking truck) and not a grouped 

investment in different individual systems. 

 The foreseen investment conforms with (or does not contradict) relevant water 

sector strategic plans. 

 The technical concept is simple (e.g. replacement of pumps, equipment for sewer 

cleaning);  

 The foreseen investment does not require a specific permit or the permit is 

already available;  

 If a Regional Water Utility or a multi-municipal utility for the area is established, 

the municipalities have to apply jointly with the Regional Water Utility or the 

multi-municipal utility. The project implementation will be managed by the 

Regional Water Utility or the multi-municipal utility. Newly generated assets 

will be transferred to the utility, if the utility already owns the specific type of 
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water and wastewater assets. Else, the assets will accrue municipal assets 

according to the location of investments. 

 

D. Storm Water Management 
In the context of climate change and sealing of land due to urbanisation, storm water 

management becomes more and more important. The following specific conditions are to 

be applied for top-up funding of individual or joint storm water management investments:  

 Any foreseen investment is part of an approved Master Plan and dimensions are 

complying to the technical standards of the relevant sector authority; 

 The technical concept is simple (e.g. separation of storm water and wastewater 

drains from households; rain water harvesting, infiltration basins; equipment for 

dredging of channels);  

The foreseen investment does not require a specific permit or the permit is 

already available. 

E. Traffic 
Individual and joint plans for traffic are partly available, partly under elaboration. Given 

the fact, that window 1 funds are already used for road investments, it is suggested, not to 

encourage further road investment with top-up funding, even if it is a joint investment 

(ring road; connecting roads). The following specific conditions are to be applied for top-

up funding of traffic management investments:  

 Major physical investments are part of an approved Master Plan and a feasibility 

study confirms the financial and economic viability of the investment;  

 Investments redirecting the traffic flow and creating pedestrian areas are part of 

an overall traffic concept which has been object of consultation with relevant 

focus groups according to social and environmental safeguard procedures of 

MDLF;  

 Road investment is not eligible (but may be funded under window 1); 

 Provision of parking space is not eligible (but may be funded under window 1); 

 Simple parking meter investment is not eligible (but may be funded under 

window 1). 

E. Renewable Energy 
The support of innovative energy efficiency investment under MDP I and II window 2 

has shown that a number of energy efficiency investments have relatively short pay-back 

periods. The awareness of municipalities has risen. Given the return on rational 

investments. The following specific conditions are to be applied for top-up funding of 

renewable energy investments:  

 Only investments which serve municipalities or joint services for their own 

energy needs are eligible;  

 Investments which aim at energy production for sale are not eligible;  
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 Investments with a pay-back period of four years or less are not eligible for top-

up funding, but may be implemented with window 1 funds; 

 Investments with a pay-back period of four to eight years may receive top-up 

funding; 

 Investments with a pay-back period of more than eight years are not eligible.  

  

 

2.4.2.1 Submission for joint projects and appraisal  

 

In cycle I of MDPIII, MDLF will seek the opportunity of formulation and 

adopting joint projects and prioritize them and selecting upon the available 

budget. Applying municipalities have to clearly indicate which part of their window 1 

allocation (separately for each municipality in case of joint projects) shall be used. The 

complete funding of the project has to be ensured with window 1 funds, requested 

incentive funds from window 2 and possible additional budget funding from applying 

municipalities. 

 
The investment is only eligible after participating municipalities have agreed on the joint 

management of the foreseen investment. They may delegate the management of the 

joint investment contractually to one of the participating municipalities. This contract must 

clearly spell out the obligations of all participating municipalities.  
MDLF will continuously assess applications in MDPIII cycle I. All applications for eligible 

investments complying with all sector specific criteria are to be scored. Once the top-up 

funding is approved, MDLF will transfer the relevant window 1 contribution of each 

participating municipality from their allocation of MDPIII cycle II to the window 2. The 

procurement process and implementation of joint projects will be in MDPIII cycle II. 

 
Scoring: 
If compliant applications received by MDLF within two months after communicating 
window 1 allocations exceed available top-up funds, the following scoring of applications 
will classify the rank of each project:  
1) Joint project 2 points 

2) Average performance score of applying municipalities (E=0, D=1, C=2, C+=3, C++=4, 
B=5, B+=6, B++=7, A=8, A+=9, A++=10).  

The project with the highest score will be ranked first 

2.4.2.2 Implementation and Payment Procedures 
Single municipalities will implement municipal innovative projects, while joint projects may 
be implemented by the designated lead municipality, the competent JSC or the 
competent utility. All implementing partners will implement projects according to window 1 
procedures. MDLF will provide specific training to JSC and utilities to familiarize them 
with the implementation procedures. The implementing partner will submit payment 
requests to MDLF according to the same procedures as for window 1 projects. MDLF will 
make payments from the accrued window 2 funds including the window 1 commitments.   
In case of joint projects managed by JSC, the project assets will become JSC assets or 
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assets of the utility, if similar type assets have been transferred to the utility. If a joint 
investment is managed by a utility which does not own assets or a designated lead 
municipality, assets will be transferred to the participating municipalities according to the 
location of investments. 
During implementation, MDLF will communicate directly with the project implementing 
partner and oblige this partner to inform all signing partners of the project on the project 
implementation process.  

 

The main sectors for joint projects will be recreational projects, health and power 

projects. Roads projects will be excluded except tunnels and small bridges that solve the 

traffic problems. 
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Technical Operations:  

Detailed Description 
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3.  Mobilization Stage 

 

This phase is a preparatory phase for project cycle to start; in this phase MDLF ranks 

municipalities, allocates municipal grants, prepares package of necessary documents to 

be distributed to municipalities, and trains municipalities and raise their awareness 

regarding MDLF’s support program, its conditions and requirements.   

 

3.1 Allocating Municipal Funds  

This step consists of two main activities; in the first MDLF ranks municipalities, and in 

the second MDLF calculates allocations for each municipality. Both steps are executed 

based on MDLF’s Transfer Mechanism. 

 

3.1.1 Ranking Municipalities  

This activity is executed every cycle by MDLF Strategic Planning 

Department (SPD); it starts at the beginning of each cycle. 

Basically, at the preparation phase of each cycle, the MDLF SPD distributes 

“data collection forms (DCF) on performance indicators” to all 

municipalities and gives them two weeks time to fill in the forms and send 

them back to MDLF with all supporting documents. 

SPD then verifies and validates the information submitted by the 

municipalities. This process takes three weeks. 

Based on validated information, SPD identifies the corresponding rank of 

each municipality. Results are then submitted to Operations Manager (OM). 

OM reviews and validates the results and forwards his recommendations for 

the MDLF’S General Director (GD) for final approval of results. 

GD informs municipalities officially about their corresponding ranks, 

municipalities are given two weeks to appeal.  

MDLF discloses the ranks of municipalities on its website and in the LGUs 

capacity building activities.  

 

 

3.1.2 Identifying Allocations for each Municipality  
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The mentioned months below, referred to in the subsequent sections, are the 

targeted months where the grant will be linked with the municipal allocations 

process.  

This activity is executed biannually; it starts at the beginning of October, 

and executed as per MDLF’S Transfer Mechanism Manual.  

Towards the beginning of June, the GD determines the allocation of MDLF 

financial resources (in coordination with the donors) for next development 

projects’ cycle; which is supposed to begin on October of the same year. 

SPD computes the allocation for each municipality in the following sequence:   

- Determine the allocation for population, needs, and performance. 

- Compute the allocations per municipality based on population.  

- Compute the allocations per municipality based on need. 

- Determine average per capita allocations and the per capita allocation 

for each rank. 

- Compute the total allocation for each rank. 

- Compute the allocation per municipality based on performance. 

OM reviews and validates the results and forwards his recommendations for 

the MDLF’s GD for approval of results. This process is expected to end 

before first of July.  

The result is communicated with the BOD (or BOD Technical Committee 

(BOD TC)) for their approval. 

The TD is informed with the results of evaluation / ranking process and the 

funds allocated for each municipality. 

3.2 Self-Environmental and Social Management for Municipalities  

MDLF as part of the project will delegate full or partial environmental and 

social management for municipalities that will pass environmental and 

social management capacity assessment.  

MDLF has prepared procedures for applying and assessing rank B++ and 

above municipalities whom will be eligible for the delegation. Details in 

Environmental Capacity Assessment procedures (Annex 3). 

For municipalities passing the capacity assessment and will partially or fully 

manage their sub-project environmentally and socially are to abide to the 

requirements illustrated in the operation manual. 

For those municipalities, at each sub-project stage of environmental and 

social management they should follow reporting requirements. 

Those municipalities will be subjected for environmental and social audit  

 

 

3.3 Preparing all Necessary Documents  

This step consists of two main activities; these are preparing necessary documents 
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to be given to municipalities. 

Preparing for orientation workshops proper material to be delivered to 

participating municipalities, explaining MDLF’s support program conditions and 

requirements  

 

3.3.1 Preparing Package of Documents to be distributed to Municipalities 

This activity is executed biannually and starts towards beginning of July. In 

this activity the technical department (TD) prepares a package of 

documents to be available online (at the MDLF website) to all 

municipalities.  

The package includes basically the following documents: 

- Project Application Form (Annex 4) 

- Cost-Benefit Analysis Guidelines (Annex 5) 

- Environmental and Social Management  Framework Guidelines (ESMF) 

(Annex 1)  

- Land Acquisition and Livelihood Policy Framework (Annex 2) 

- Operation and Maintenance (O&M) plan form (Annex 6)  

- Procurement Planning Milestone (PPM) Form (Annex 7) 

- Grant Implementation Agreement (GIA) form (Annex 8) 

- Any other necessary document including reports forms, bidding 

document forms, sectorial ESMP’s   

 

TD submits the prepared package to OM for revision 

OM reviews the package send his notes to the GD for final approval before 

issuance on MDLF’S website.   

Upon final approval, TD manager submits the Package to SPD to upload 

the package on MDLF’s website before the first of August and notifies 

municipalities (e.g. via fax, E-mail, etc).  

 

3.3.2 Preparing Material for Orientation Workshops 

This activity has to be completed before implementation of the each cycle; 

TD staff conducts the orientation workshops or request local technical 

consultant (LTC) support for the any project cycle to prepare a proper 

training material. 

The training material should basically focus on the following issues: 

- Raising awareness of municipalities regarding MDLF’S municipal 

support program, its schedule, conditions and requirements including the 

fund allocation formula 

- Community participation for the identification of projects 

- Completion of  the application form and provision of supporting 
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documents 

- Project cost-benefit analysis guidelines 

- Conducting project environmental and social impact (preliminary) 

assessments,  the eligible safeguards list, how to use the environmental 

and Social management Framework (ESMF), how to properly manage 

subproject environmentally and socially, how to implement health and 

safety measures during construction and operation, how to receive and 

solve complaints, how to report cases. 

- Roles and responsibilities will be fulfilled under the Local Technical 

Consultant support during project stages. 

- Preparing PPM and O&M for projects 

- Details of the GIA 

- Procurement Instructions  

TD submits copy of the training material to OM for comments and 

feedback  

 

3.3.3 Conducting Orientation workshops for the LGUs 

In this step MDLF splits municipalities into groups and then invites them to 

participate in scheduled orientation workshops. 
  

This activity is executed each cycle during the first month after disseminating the 

allocations, the TD splits the 144 municipality int  groups in both West Bank and 

Gaza Strip.  

TD schedules the orientation to be conducted in one identical orientation 

workshop for each group 

TD submits the orientation schedule to OM and DG for feedback and final 

approval. 

 

.   
 

 

 

 

4. Identification Stage 

 

 

At the beginning of each cycle the MDLF will issue a Request for Application (and 

invites eligible municipalities to propose projects and seek financial support. This 

RFA should be issued after the BOD approval of the municipal allocations. . 
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4.1 Projects Identification, Preparation, and Submission 

for approval 

 

Upon Receiving he filled application from municipality that include detailed project 

description, the preliminary design or full design if it is available for projects of 

construction works projects, required professional certificates, cost-benefit analysis, 

priced BOQ, focus group report (the focus group is formed from the citizens and 

institutions affected by the project), and any other supporting document, etc).  

The MDLF will designate engineers from the technical department to follow up and work 

closely with the municipalities. The responsibilities of the engineers will be divided 

geographically among the governorates to cover the work of the MDLF.  

Each area engineer will be responsible to assist the municipalities in his or her area 

throughout the project lifecycle.  

The area engineer provides municipalities with information, guidelines and 

explanations to complete their applications. This assistance may be provided in one of 

two ways, subject in all cases to limitations of the MDLF budget and the approval of 

the engineer's supervisor: 

a. The engineer may provide technical assistance him- or herself 

b. The technical department manager of the MDLF may request a local 

technical consultant (LTC) support. 

 

The municipality should select projects from the Strategic Development and Investment 

Plan (SDIP). The municipality must provide a stamped copy of this plan with the application form. 

  

The municipality must assess the selected project according to the eligibility assessment 

criteria summarized in table No. (2) below. Each project must be evaluated against: 

- Social/Environmental Safeguards (negative list of projects), solely for 

Gaza Strip, the pest control related projected must abide to Annex 6 

of the ESMF 

- Ceiling of budget requested from MDLF 

- Environmental Impact and Proper Mitigation Measures 

- Social Impact and Proper Mitigation Measures 

- Proper Risk Assessment and Management Strategies 

- Cost – Benefit Soundness 

- Availability of Adequate PPM 

- Availability of Adequate O&M 

- Project Budget Exceeds 500000, or Income Generation Project (in 

such case, each project should be attached with a full feasibility 

study) 
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- Table No. (2) Below summarizes the main check items to be 

considered. 

 

  



MDLF Technical Operations Manual                                                                                                                                         Page 27 out of 47 
 

Table No. (3)  Summary of Project Eligibility Assessment Criteria 

 

Project Application Evaluation Form 

No.  
Project Appropriateness 

Indicators 

 
MDLF Conclusions 

Evaluation of Indicators Results 
(A/R/Re) Approved (A) Revision 

(R) 
Rejection 

(Re) 

 Environmental 

Safeguards 

 Positive list                   Negative List Positive list N/A Negative list  

1 Social/Environmental 
Safeguards 

 Positive list                   LALAP Positive list N/A Negative list  

2 Budget requested from 

MDLF 

 below allocated Ceiling    

 above with commitment letter from municipality 
 above with no commitment letter 

 

Below ceiling/ 

or Above with 
Commitment 

Letter 

N/A Above with 

no 
commitment 

letter 

 

3 Environmental Impact   Adequate   Needs Revision    Inadequate Adequate Revision Inadequate  

4 Social Impact   Adequate   Needs Revision    Inadequate Adequate Revision Inadequate  

5 Community Participation  Satisfactory       Unsatisfactory Satisfactory N/A Unsatisfactory  

6 Risk Assessment  Un-Risky           Risky Un-Risky N/A Risky  

7 Cost-Benefit Analysis  Satisfactory       Needs Revision 
 Unsatisfactory   Unsatisfactory but still 

eligible  

Satisfactory or 
Unsatisfactory 

but still eligible 

 
Revision 

 
Unsatisfactory 

 

8 Availability of adequate 
PPM 

 Adequate          Needs Revision      Adequate Revision N/A  

9 Availability of adequate 
O&M Plan 

 Adequate          Needs Revision      Adequate Revision N/A  

10 Project budget more than 

500,000, or income 
generation 

 Yes                  No Yes N/A No  

11 Social Accountability  Adequate   Needs Revision    Inadequate Adequate Revision Inadequate  

 
MDLF 

Decision 

 
 Approval 

 
 Needs Revision/ 

Modification 

 
 Pre Approval and 

requires further detailed 

studies 

 
 Rejection 

If all indicators from 1 to 9 are If any of indicators number If all indicators from 1 to 10 If any of indicators number (1, 2, 3, 
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evaluated as Approved (3, 4, 7, 8, 9,11) is evaluated 

as Revision 

are evaluated as Approved  ,7) is evaluated as Rejection 

 

Project Application Evaluation Form 

No.  
Project Appropriateness 

Indicators 

 
MDLF Conclusions 

Evaluation of Indicators Results 
(A/R/Re) Approved (A) Revision 

(R) 
Rejection 

(Re) 

1 Social Safeguards: land 
acquisition and 

Livelihood Action Plan 

 Accepted                   rejected Payment to 
PAP 

N/A RAP not 
implemented 

 

11 Design  Adequate   Needs Revision    Inadequate Adequate Revision Inadequate  

 Escrow account      

 

MDLF 
Decision 

 

 Approval 

 

 Needs Revision/ 
Modification 

 

 Pre Approval and 
requires further detailed 

studies 

 

 Rejection 

If all indicators from 1 to 9 are 
evaluated as Approved 

If any of indicators number 
(3, 4, 7, 8, 9,11) is evaluated 

as Revision 

If all indicators from 1 to 10 
are evaluated as Approved  

If any of indicators number (1, 2, 3, 
,7) is evaluated as Rejection 
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The municipality may apply for more than one project under the 

following condition: 

The total amount of money (for all projects) requested from MDLF will not exceed the 

ceiling of fund allocated for the municipality for that cycle. 

Projects exceeding Euro500,000 or revenue generation projects, the 

municipality shall use the Standard Application Form and append a 

supplemental economic analysis and any other requested studies. 

Municipalities may contribute to the cost of the project from their 

own sources or from sources other than the MDLF fund. 

Contributions must either be in design, cash or in physical assets, 

typically land in condition of abiding to LALPF. Staff time or other 

in-kind contributions can’t be counted.  

 

4.1.1 Completing Application Form 

The application form reinforces sound principles of development, 

while being appropriately easy to complete. Without using technical 

terminology, it calls for a conceptual design of the project, along with 

the cause and effect relationships tying project activities to 

developmental outcomes. It lays the groundwork for later monitoring and 

evaluation. The application form can be used for both works and goods 

projects.  

The completed application dossier shall consist of the following: 

a. Complete application form filed on MDLF website and a signed copy 

by the Mayor 

b. Stamped Strategic Development and Investment Plan (SDIP. 

c. Municipality Master Plan and an indication of the project 

location on that plan (only for projects involves construction of 

works) 

d. Land ownership documents, and in case the municipality are to 

acquire land for the sub-project, procedures in LALPF are to be 

followed 

e. Procurement Plan Milestone (PPM) for each project using PPM. 

Operating and maintenance plan explaining the expected sources of 

funds to be used to operate and maintain the project (O&M plan).  

f. Environmental and Social impact Assessments that identify project 

impacts and illustrate how negative impacts have been avoided or will 

be adequately mitigated 

g. Initial assessment of the sub-project safeguards eligibility  

h. For municipalities with fully environmental and social management 
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to submit detailed environmental and social screening for the sub-

project following ESMF and LALPF.  

i. Preliminary or full Design (only for projects involves construction 

of works) 

j. In case the design is not available, the municipality could pay from its 

own budget or request part of its allocation for the consultancy 

services to do the required full design. 

k. Preliminary priced Bill of Quantities (BOQ) 

l. Any Relevant Certificate or licensee needed for the project 

m. Any other documents that may be requested by the MDLF. 

 

Completed application dossier shall be submitted to the MDLF offices. For each project 

one hard copy and one soft copy (one CD or by E-mail) must be submitted following 

filing the application of MDLF website. The administrative assistant of TD will register 

the receipt of the AF (after checking the availability of hard and soft copies) and provide 

the municipality representative with Acknowledgment of Application Receipt Notice. 

 

4.2  Applications Evaluation and Revision by MDLF 

MDLF Technical Department TD (or the Technical Committee TC 

according to the Responsibility matrix RM in Table No (3) below) 

screens the subproject environmentally and socially, reviews, and 

evaluates projects application according to the projects eligibility 

assessment criteria TD or TC should review the application dossier 

and prepare their recommendations in the form of report (Project 

Application Evaluation Report (Annex 9). MDLF teams conduct 

site visits to all sub-projects sites to verify information, assess the 

situation on ground and consult with municipality staff 

Initial screening will be done using environmental screening and 

social screening forms in order to verify if the sub-project falls 

under negative list of OP4.01 or/and if the sub-project triggers 

OP4.12  

Where the sub-project doesn’t fall under Category A of 

environmental assessment, environmental screening and social 

screening will be conducted  

  

Note: Municipalities self-managing their sub-projects environmentally and 

socially starting at screening stage are to abide to the following where solely 

environmental and social related conditions could be fully managed by the 

municipality unless LALAP is required, for more details please read the 

procedures depicted in the Environmental Capacity Assessment Procedures 



MDLF Technical Operations Manual                                                                                                                                         Page 31 out of 47 
 

(Annex 3). 

 

Four cases may result: 

 

Case 1: Rejection of the project: if the assessment process produces the following: 

a) The project is not within the strategic plan of the municipality or was not 

produced through community participation workshop. 

b) If the project is not complying to environmental and social safeguard other than 

triggering OP4.12 as specified in the ESMF and LALPF 

c) if the sub-project require Land acquisition and Livelihood Action Plan is not 

satisfactory, or when municipality are not willing to compensate the project 

affected people. 

d) The project budget exceeds the ceiling of the allocated fund for the municipality 

and there is no commitment letter from the municipality to cover the exceeded 

budget 

e) Even if sub-project falls under eligible list; if environmental and social impact 

assessments produce negative impacts that are hard to mitigate within the 

subproject resources or require costly mitigation measures. 

f) The cost benefit analysis is not acceptable to MDLF compared with other similar 

projects.
3
 

 

In this case the technical department / Technical Committee prepare notes and 

recommendations documenting them on the AF revision report. An Application 

Status Notice must be sent to the municipality informing them with the rejection and 

its causes and giving them one more opportunity to submit new application. 

 

Case 2: Request further details or modifications or processes:   

1. if the costing is not convincing, cost to benefit indicator outside the range for 

similar projects,  

2. if the sub-project require Land acquisition and Livelihood Action Plan  

3. uncertainty on impacts on people or environment or the negative impact 

mitigation strategy is inadequate for the identified impacts, 

4. documents are missing,  

5. Modifying the PPM or O&M plan is requested,  

6. Social accountability measures not adequately reflected.  

 

In these cases the technical department / Technical Committee prepares notes 

and recommendations documenting them on the AF revision report.  

 

                                                      
3 Some projects may not be rejected based on the results of cost-benefit analysis 
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An Application Status Notice must be sent to the municipality asking them to 

re-prepare and submit the requested information and documents or a revised 

project application form and dossier according to MDLF notes. For LALAP, 

the municipality to follow procedures depicted in the LALPF and thoroughly 

coordinate with MDLF in LALAP implementation. 

.  

 

Case 3: Give Pre Approval and request detailed studies:  

1. if the project cost is higher than 500,000 Euro or revenue generation projects 

(economic and financial analysis,  

2. environmental impacts assessment that are provided for as in the form of 

ESMF) and environmental review showed that certain environmental, social, 

safety requirements to be included in the design,   

3. where safeguards are acceptable but preliminary social impact assessment is 

insufficient as comprehensive identification of social impacts and adequately 

negative impacts mitigation are necessary,  

4. where LALAP was prepared and approved and in final in process of donors 

approval  

5. social accountability measures not adequately illustrated,  

6. full design and required licenses or permits,  

7. for goods, energy efficiency technical assessment /design is required 

8. or the project is income generating (financial viability study),  

 

in these cases and if the application passes all the assessment steps, the TD/ 

TC prepares notes and recommendations documenting them on the AF 

evaluation report.   

An Application Status Notice must be sent to the municipality asking them to 

prepare and submit a detailed feasibility study according to the feasibility 

study preparation guidelines, requested information and documents or a 

revised.  

 

  

Case 4: Approving the project:  

1. if the costing is reasonable and within the municipal allocation,  

2. economic benefit are satisfactory to MDLF,  

3.  the project has conducted a comprehensive impact assessment on people and 

the environment and designed an adequate negative impact mitigation 

strategy, social accountability measures are adequately illustrated, and passes 

successfully all the assessment steps 
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4. The sub-project LALAP is approved and disclosed, the compensation 

contracts are signed and LALAP is implemented. 

Note: If the cost estimate of the project is higher than the municipality allocation 

and the municipality cannot contribute giving that the type of project is to be 

implemented in two phases, the municipality can ask MDLF to approve the 

continues execution of subproject between two cycles despite that the project will 

not be functional in the first cycle. An example of those projects is public facility 

subprojects where the structural work can be executed in the first cycle and the 

finishing works and external works during the second cycle. If this is approved a 

condition for that will be inserted in the GIA in order to be insure that the 

municipality should select that project in the second cycle. 

The TD / TC recommend the projects for approval. An Application Status Notice 

must be sent to the municipality informing them with the official approval and 

asking them to sign the Grant Implementation Agreement GIA (Annex 8).  

MDLF shall document approved and rejected projects, MDLF will inform the 

corresponding donor with the approved projects applications if requested.  

 

 

Table No. (4) Responsibility Matrix RM - Revision of the Projects Applications 
# Project 

Type 

Activity  Technical Department Technical  

committee 

(from the 

executive 

management) 

MDLF  

OM  

MDLF GD MDLF 

board 

Area 

Engineer 

Environment

al and Social  

Supervisor Technical 

Department 

Manager 

1 Projects 

under 

500000 

Euros 

Application 

Revision 

Revision – 

notes and 

recommenda

tions 

Notes and 

Recommendat

ions 

Notes and 

Recommendat

ions 

Final Notes 

and 

recommendati

ons 

 Notes and 

Recommenda

tions 

  

Request Further 

Details 

 Notes and 

Recommendat

ions 

 Notes and 

Recommendat

ions  

 Revision, 

Recommenda

tions   

 sending official 

letter 

 

Rejection, and 

sending official 

letter 

 Notes and 

Recommendat

ions 

 Notes and 

Recommendat

ions  

 Revision, 

Recommenda

tions   

Rejection & 

sending official 

letter 

 

Approval, and 

sending official 

letter 

 Notes and 

Recommendat

ions 

 Notes and 

Recommendat

ions  

 Revision, 

Recommenda

tions   

Approval & 

sending official 

letter 

 

3 Projects 

more 

than 

500000 

Euros, or 

Income 

Generatin

g projects 

Application 

Revision 

Preliminary 

Revision – 

Notes and 

Recommend

ations 

Notes and 

Recommendat

ions 

Notes and 

recommendati

ons 

Notes and 

Recommendat

ions  

Detailed 

revision – final 

notes and 

recommendatio

ns 

   

Request Further 

Details 

 Notes and 

Recommendat

ions 

 Notes and 

Recommendat

ions  

 Revision, 

Recommenda

tions   

Sending official 

letter 

 

Pre approval and 

request detailed 

studies  

 Notes and 

Recommendat

ions 

 Notes and 

Recommendat

ions  

 Recommenda

tions and 

Follow up 

Recommendation

s and Follow up – 

Sending official 

letter after Board  

approval 

discussing 

GD 

recommend

ations – Pre 

approval 

and 

requesting 

detailed 

studies  

Rejection, and  Notes and  Notes and  Revision, Recommendation discussing 
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# Project 

Type 

Activity  Technical Department Technical  

committee 

(from the 

executive 

management) 

MDLF  

OM  

MDLF GD MDLF 

board 

Area 

Engineer 

Environment

al and Social  

Supervisor Technical 

Department 

Manager 

sending official 

letter 

Recommendat

ions 

Recommendat

ions  
Recommenda

tions   

s and Follow up – 

Sending official 

letter after Board  

rejection 

GD 

recommend

ations – 

Rejection  

Approval, and 

sending official 

letter 

 Notes and 

Recommendat

ions 

 Notes and 

Recommendat

ions  

 Revision, 

Recommenda

tions   

Recommendation

s and Follow up – 

Sending official 

letter after Board  

approval 

discussing 

GD 

recommend

ations – 

final 

approval  

Note: all official correspondence must be send through the GD.  

 

The MDLF GD will prepare a quarterly progress report concerning 

reviewing and approval/rejection processes and discuss it with the 

BOD. 

The MDLF rejection decisions are open to appeal by the 

municipalities. In such a case, the municipality shall submit 

whatever arguments that it has through an official letter to the 

General Director. In his or her turn, he will follow up their request 

with the technical department manager and the OM. Appeals are 

settled by the executive management and/or Technical Committee 

(TC), with no further right of appeal. The GD will send an official 

letter to the municipality informing them with the result of their 

appeal and any other consequence may result from the revision 

process. 

The Approval or disapproval letter (rejection letter)signed by the 

MDLF will be sent to the municipalities by fax, e-mail or through 

the area engineer within one week of the decision date informing 

them regarding the approval or disapproval of their application. 

The appraisal and approval period shall not exceed twelve weeks 

from the date the MDLF receives a completed application unless 

LALAP is required for the sub-project. 

 

A summary sheet of all applications environmental and social 

screening outputs is prepared by MDLF and may annexed to 

MDLF reports, including those submitted by municipalities that 

fully manage their sub-projects environmentally and socially . 

 
 

4.3 Signing Grant Implementation Agreements 

 Area Engineers have to assist municipality in preparing the GIA documents following 

the GIA form, this will be done in coordination with the related MDLF 
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departments. In case the municipality is partially or fully environmentally self-

managing their sub-project or/ and will handle their allocation themselves, this will 

be reflected in the GIA. 

 Technical department manager –in coordination with the public relation officer- 

coordinates signing agreements ceremonies for each group of municipalities. 

(Either in the MDLF offices or in a certain appropriate selected place) or the 

agreement signing will be conducted with each municipality. 

 The signing ceremonies must be attended by each municipality mayor and MDLF GD. 

 

 Two copies of the GIA must be prepared and signed. One copy for MDLF and the other 

copy for the municipality 

The GIA must be accompanied with an approved PPM and O&M (and cost sharing plan if 

requested).  

 

5.  Procurement Stage 

 

5.1 Preparation of bidding documents 

Upon signing the GIA of the project, the municipality shall prepare a bid package 

that includes all the technical documents, specifications, bills of quantities (BOQ), 

design drawings (only for works projects), assessments, sectorial environmental and 

social management plan with additions to the sub-project site-specific issues, and 

estimated project costs. The municipality shall take into consideration all the 

variables and risks of the contracting method to be followed (according to MDLF 

procurement manual either for works or goods).  

The completed draft of the detailed technical documentation shall be endorsed 

by the municipality (Related department / procurement department) and submitted 

to MDLF.   

The TD shall perform a review, considering in particular the following issues
4
: 

a. Consistency with the approved application 

b. Proper preparation and documentation, including engineering or other 

professional certifications as appropriate, ESMP’s are proper. 

For municipalities fully and partially managing their sub-projects. Municipalities shall 

provide letter stating that ESMP follows sectorial ESMP’s and municipality is 

responsible on inclusion of all site-specific impacts/measures. Further to their 

responsibility of inclusion of the ESMP into the bidding document  

c. Technical soundness 

3.1 Two cases may Arise: 

Case 1 The technical documentation is incomplete and/or differs materially 

from the approved application: 
                                                      
4 The first 3 bids from each area engineer and also any bid above $100,000 have to be first reviewed and approved by the PD before 

getting final approval from MDLF management. 
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The municipality must provide a written justification. The area 

engineer will review the justification and make a recommendation 

to the technical Department manager (through the supervisor) as 

whether to allow the differences. "Materiality" in this contest 

includes   the following: 

a. Any increase in the amount of funds sought from the MDLF 

b. An increase in total project cost of greater than 10% 

c.  Reduction in the project cost sharing, or change in the form or timing of the 

cost sharing 

d. Any reduction in the deliverables  

e. Any other change that reduces the value of the project in a significant way 

Generally, the MDLF will look favorably on changes arising from 

the following reasons: 

a. Better project estimates and more accurate details 

b. Improvement  in  project  impact and negative impact mitigation or cost-

effectiveness discovered in the preparation of the technical documentation 

Generally, the MDLF will not look favorably on the following 

types of changes: 

a. Change in project scope, type, and location 

b. Change in costs that are not subject to competitive bidding, 

e.g. personal services, consultancy, and sole source. 

Case 2 if project cost increases and exceeds the ceiling of the 

allocation, in this case the municipality will be requested to cover 

the difference in the cost whether this increase is due to additional 

work or currency differences. An official commitment letter from 

the municipality should be attached prior to the bidding 

documents. The following steps should be followed: 

- The municipality must provide the MDLF with a commitment 

letter to cover the exceeded budget. 

-. 

- The first payment /s for the bidder should be from this account 

and the total share of the municipality must be paid before the 

final payment from the MDLF. 

 

MDLF shall send a Bidding Documents Status Note to the 

municipality requesting modifications. 

Following the MDLF's review of technical documentation, the 

municipality shall make any necessary modifications and resubmit. 

Upon the fulfillment of the municipality’s obligations, MDLF will 

issue a Bidding documents Status Note for the municipality 
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informing with the approval and asking to start bidding process. 

The technical documentation complies with the approved application: 

The TD recommends GD through official channels to issue 

Bidding documents Status Note  

The GD will issue a Bidding documents Status Note for the 

municipality informing with the approval and asking to start 

bidding process. 

 

 

 

 

 

Table No. (5) Bidding Documents Approval Responsibility Matrix 

# Activity Types of 

Projects 

A
re

a 
E

n
g
in

ee
r 

P
ro

cu
re

m
en

t 

D
ep

ar
tm

en
t 

S
u

p
er

v
is

o
r 

T
ec

h
n
ic

al
 

D
ep

ar
tm

en
t 

M
an

ag
er

 

T
ec

h
n
ic

al
 

C
o

m
m

it
te

e 

M
D

L
F

  

O
M

 

M
D

L
F

 G
D

 

1 Bidding documents 

revision 

Project less 

than 

($200000 

for works, 

$100000 

for goods) 
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5.2 Bidding Process: 

6 The municipality should follow the bidding process as explained in MDLF 

Procurement Manual. MDLF has established a sound control and audit system of 

procurement activities that will be carried out by municipalities for some of window 1 

sub-projects as stipulated in the procurement manual. The system requires 

municipalities to seek MDLF’s no objection prior to proceeding with key steps of the 

procurement process as stipulated in the procurement manual.  

For this purpose MDLF has set thresholds for prior review for Works and Goods 

contracts as detailed in the procurement manual. The sub-project procurement plan, 

to be prepared by each municipality and approved by the MDLF, will specify the 

contracts of each procurement method that will be subject to prior/post review by the 

MDLF. The MDLF does not finance expenditures under a contract if MDLF 

concludes that such contract has been mis-procured according to MDLF procurement 
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manual. 

The municipality will open and evaluate the bidding offers and then request the no 

objection to award from MDLF as detailed in the procurement manual. 

In case the contract amount will exceed the project allocation and a municipality 

contribution is needed, the municipality must open an Escrow Account, and 

deposit its sharing in this account, and provide the MDLF with the details of the 

account. This is conditional where bid evaluation approval will be suspended until 

receiving the account details 

  

. 6. The Surplus of Municipality Allocation 
       After signing the contracts between the municipality and the contractors and if there                       

is surplus from the municipality allocation, three cases may be dealt with: 

    A: Case One: 

        The type of project allows the variation orders and there is a need for such variation, 

the municipality may proceed with the process of variation orders following the process 

mentioned in MDLF manuals. 

   B:Case Two: 

    The surplus amount and the time frame of the existing cycle allow for new projects, the 

municipality may submit new application form for new project and following the process 

of identification, procurement and implementation stages. 

C. The municipality can ask MDLF approval for transferring the surplus from the 

allocation of the first to the second cycle of MDP. 

 

 

7.   Implementation Stage 

 

7.1 implementation Arrangements 

Notification: municipalities delegated the environmental and social management fully or 

partially are to abide to the following procedures concerning environmental and social 

management in addition to conditions depicted in the Capacity Assessment procedures, 

ESMF and LALPF 

In case of works project, the municipality will issue a project start order 

and send it to the contractor. A copy of this order must be send to MDLF.  

The Contractor shall start implementing the project on the schedule 

provided in the bid documents. 

The municipality throughout the implementation phase shall ensure the following 

are done: 

a. Supervision of all quality control, technical, and financial provisions in 

accordance with the contract agreement, the technical specification and MDP 

guidelines  

b. Ensuring the implementation of environmental and social mitigation measures 
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that was determined from the focus group discussion during the identification 

stage in addition to occupational health and safety. Supervise the contractor’s 

compliance and implementation of the environmental management plan 

satisfactorily. The Municipality Engineer shall follow contractor compliance 

to environmental considerations according to the ESMP, ESMF and LALPF 

and will gain support from MDLF area engineers and officers to ensure 

compliance of the municipalities with the ESMF
5
. 

c. Furthermore, the bidding documents will depict in details the procedure of 

environmental noncompliance penalties following to ESMF guidelines. 

 

Complaint mechanism must be available at the municipality as referred to in 

section 6 of the ESMF. Considering that prior to the implementation of the 

project, the municipality will announce its willingness to accept the local 

community complaints through different ways, such as 

 Distribution of leaflets to the public places 

 Notice Boards 

 The Municipality Website 

 Telecommunication tools (SMS and phone line) 

 Public Meetings 

The municipality will record complaints including detailed information about the social 

and/ or environmental issue (key issues, date complaint received, compliant addressed, 

how resolved, date etc.). This complaint should be archived in the project profile and be 

solved or mitigated within two weeks maximum. The municipality should inform the 

MDLF of all the complaints through continuous recording in the reports and/ or through 

site visits, so that the MDLF and/ or the LTC will intervene to solve the issue if the 

municipality was not able to solve or mitigate it. 

 

Supervision is mandatory for the sub-projects, municipality shall keep in the 

project document copies of all daily supervision reports, weekly reports 

milestone reports, and final reports. These reports are to cover progress of the 

work against the original working schedule, technical and managerial 

constraints facing the project and the solutions adopted to overcome these 

constraints, divergence from MDP guidelines and justification, contractor 

performance, environmental and social management, environmental notes and 

penalties, health and safety measures, complaints, etc.  

   

, 

                                                      
5
 Contractor Compliance is depicted in ESMF and reflected in the procurement documents. 
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d. Verification and approval of payments requested by the contractor. 

e. Preparation of milestones progress reports (connected to contractor payment 

requests) which will be forwarded to the MDLF no later than 15 days.   

Such reports shall include progress of the work against the original working 

schedule, technical and managerial constraints facing the project and the 

solutions adopted to overcome these constraints, divergence from MDP 

guidelines and justification, Contractor performance, environmental and 

social management, and payments request submitted by the Contractor 

approved by the municipality.. 

Either for works or goods project, the MDLF will process the payment 

requests according to the contract administration guidelines documented in 

the procurement manual. For selected municipalities in the West Bank who are 

proven to have strong performance based on the performance assessment (ranked 

B++ and above) and meet safeguards and fiduciary requirements as defined in  

Environmental and Social Capacity Assessment Procedures (Annex 3), the MDLF 

will cease to make direct payments to contractors and suppliers on their behalf. 

Instead, the component 1 fund will be transferred in tranches directly to the 

municipal bank accounts for them to handle associated payment and 

reconciliation on their own. The continued disbursement from the second tranche 

onward, however, will be subject to the municipalities’ demonstrated ability to 

conduct proper financial management, procurement, and supervise works by 

contractors to ensure satisfactory sub-project quality. 

For that the municipality is required to submit periodical reports for 

environmental and social management, occupational health and safety following 

MDLF reports forms 

 

When laboratory tests are needed (for quality assurance purposes), the 

municipality shall request these tests and pay it off directly. These 

payments shall be reimbursed by the contractor to the municipality based 

on original invoices. The Financial offer of the bidder/ supplier should 

include the cost of these tests. It is the right of the municipality to choose 

the best technical laboratory to conduct the tests and this should be clear to 

the bidder/ supplier in the bidding documents. 

7.2 Variation Orders 

- The municipality should submit a variation order request in any case 

that requires variation in the contractual timeframe, deliverables, 

quantities, cost, specifications, …etc. 

- The municipality should submit the Variation Order Request (Annex 

10) to the area engineer. 

- The MDLF will process the Variation Orders according to the level of 
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authorities explained in the Variation Order Request form and as 

follows: 

a. the variation order will not exceed 15% of the total contract, the 

process will be reviewed through area engineer, supervisors, technical 

department manager and the final decision will from the general 

director. 

b. the variation order exceeds 15% of the total contract, the process will 

be reviewed through area engineer, supervisor, technical manager, 

procurement department and the final decision will be from the general 

director.  

 

 The MDLF will send official response letter to the municipality 

regarding their variation order request. 

In case of work projects, the MDLF throughout the implementation phase 

shall monitor the work process and verify the output and the progress of the 

work to ensure compliance with MDP guidelines and quality control .  

     

The Area Engineer (and based on the progress reports submitted by 

municipalities and his visits, and the output monitoring indicators which 

were defined in the project log-frame developed in the design phase of the 

support program) will update the Excel sheets of the monitoring process 

and the PIGMIS to document the physical achievement of the projects  and 

the percentages of disbursements.  

The environmental and social officers would monitor the sub-projects 

environmentally and socially, will support municipali ties and area 

engineers to provide sound construction management environmentally and 

socially, in addition to following other requirements as per ESMF and 

LALPF. The officers will prepare reports following requirements in ESMF.  

At the completion of the project activities, the municipality will issue a 

handover certificate for the Contractor. Before issuing such a certificate the 

municipality shall 

a. Invite the area engineer to visit the site and ensure that the project is 

completed at satisfactory standards (compared to project objectives / 

targeted outputs) and the handover certificate could be issued. The area 

engineer, if agreed on the handover, he will co-sign the certificate as a 

witness  

b. Verify that the maintenance bond is secured and maintenance of the 

work during the maintenance period will be guaranteed 

In case of Goods projects, once goods delivery is completed, the 

municipality will issue a handover certificate for the supplier. Before 

issuing such a certificate the municipality shall 
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a. Invite the area engineer to visit the site and ensure that the goods are 

supplied exactly according to the contractual conditions and 

specification. The area engineer, if agrees on the handover, he will co-

sign the handover certificate as a witness 

b. If applicable, the area engineer verifies that the maintenance bond is 

secured and maintenance of the supplied goods during the maintenance 

period will be guaranteed 

 

Within thirty days, starting the day the municipality issues the handover certificate, the 

municipality shall prepare and submit the project final report to the area engineer. Such a 

report will include and verify the following: 

a. All deliverables of the project 

b. Contract price and contract Bill of Quantities (BOQ) in comparison 

to actual cost and  BOQ 

c. Approved variation orders 

d. Actual time schedule vs. contract time schedule 

e. Approved time extension 

f. Actual dates of payments to the contractor 

g. Documentation for all quality control measures such as laboratory 

tests 

h. Special problems encountered during the implementation of the 

project 

i. The report to include environmental and social issues and 

complaints, copies of environmental notes and penalties, list and 

copies of complaints 

j. The report shall include output achievements and outcome indictors. 

k. Rating of the project in terms of usability and usage 

                              (See the Project Final Report template (Annex 11)) 

The municipality shall submit one copy and one soft copy of the final 

report.  

At least, the MDLF will summarize the progress of the program semi-

annually and annually and post them on the web, include them in its 

communication campaign material, and disclose them at exiting one-stop-

shops and upon specific requests. 

7.3 Materials import for Gaza Strip projects 

The responsibilities and procedures including structured communication with the donors on 
import (pending) issues  are specified in annex 12. 
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8.  Financial management arrangements  

 

The financial management arrangements under MDPII will continue to be 

followed under MDPIII, except for the FM arrangements for the eligible 

municipalities that will pay contractors directly. The MDPIII will be 

implemented by MDLF in close partnership with Municipalities. The MDLF 

will be responsible for the implementation of all project components.  

 There will be two types of financial management arrangements. Type 1, a 

number of selected West Bank (excluding Gaza) municipalities that are proven to 

have strong financial management arrangements, sound control environment, 

based on the performance assessment criteria would be responsible for financial 

management for their sub-projects financed under Window 1. Hence, MDLF will 

not transfer direct payments to contractors and suppliers on behalf of such 

municipalities and instead transfer the component 1 project fund directly to these 

municipalities’ bank accounts for them to handle associated payment and 

reconciliation on their own. Type 2, for the rest of municipalities in West Bank 

and Gaza under Window 1, MDLF will be responsible for making payments to 

contractors and suppliers on their behalf. Municipalities which lack the capacity 

to prepare and implement sub-projects (including sub-project application, 

tendering documents, environmental and social impacts, safeguard policies, 

procurement and supervision of works) would receive assistance from Local 

Technical Consultants. Below is a detailed description for each type of the FM 

arrangements. 

 

8.1 FM arrangements for municipalities that will receive funds to 

their bank accounts will have increased FM responsibilities. 

 

 As part of project preparation, an assessment of the FM capacities of 

municipalities was carried out using a representative sample of 

municipalities. Based on the assessment, it was determined that while some 

municipalities are well capacitated in terms of their FM systems and 

procedures, there are still weaknesses in the FM capacities of other 

municipalities. The Performance Assessment of municipalities carried out by 

MDLF includes several indicators relating to FM capacity, and thus, provides 

a good indicator of the FM capacities of municipalities. Accordingly, 

municipalities with a high performance ranking (B++ and above) will be 

granted greater responsibility for managing funds for their sub-projects under 

Window 1.  MDLF will  verify that the municipality is eligible to receive 

funds based on the following criteria: (i) Specified Performance Ranking 

(B++ and above ), (ii) that the municipality have secured MoLG approval on 

its previous year budget, and (iii) that the municipality’s external auditor did 
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not express an adverse or disclaimer audit opinion on its previous year 

financial statement.  

This arrangement is applicable for certain Financing Partners (FPs) who agree to use 

their funds to increase FM responsibilities to  eligible municipalities .For the other 

FPs ,  MDLF will have the sole responsibility to disburse on behalf of municipalities  

directly to contractors. 

 Following are the FM arrangements required to control program funds and mitigate 

the risk at eligible municipalities that will receive funds to their bank accounts:  

i. A subsidiary agreement will be signed between MDLF and each fund 

receiving municipality. The subsidiary agreement will explicitly state such 

fund flow arrangements. 

ii. MDLF will open a separate general ledger in its accounting system to 

account for funds advanced and expenditure incurred by each selected 

municipality. In turn, each selected municipality will open a separate 

general ledger in its accounting system. 

iii. Each selected municipality will open a separate bank account to receive 

and disburse funds for its allocation. 

iv. Payment of direct grants to eligible municipalities will be semiannual 

installments for their pertinent allocation over the two-year grant cycle. 

Municipalities will submit evidence of eligible expenditures. Payments for 

the sub-grant will be against documentation of eligible expenditures. 

Ineligible expenditures will remain as advance to the municipalities until 

providing eligible expenditures in lieu or refund the grant account. This 

payment method will be confirmed with the MDLF by appraisal.  

v. Each municipality will submit to MDLF within 15 days of the end of each 

semester the following simplified Interim Unaudited Financial Reports 

(IFRs): i) Statement of Cash Receipts and Expenditures, for the period and 

cumulatively from project inception, (ii) Statement of Designated 

Accounts reconciling period-opening and end balances. 

 Recurrent expenditure scheme to Gaza municipalities: Under this scheme, no 

funds will be channeled to Gaza municipalities. Recurrent expenditure 

payments will be made by MDLF to suppliers against invoices of recurrent 

expenditure on behalf of Gaza municipalities, and in accordance with the 

MDLF FM policies and procedures manual. Recurrent expenditures should be 

verifiable, traceable, and reportable.  The list of eligible expenditures and 

ceiling is defined in this operation manual. 

 

8.2 FM arrangements for the rest of West Bank and Gaza 

municipalities that will not receive funds to their bank 

accounts.  
Funds will not be channeled to municipalities under this category; MDLF 

will have the sole responsibility to disburse on behalf of municipalities to 

contractors. Payments will be reviewed and approved by the MDLF 

according to MDLF policies and procedures manual.  
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9.  Project Operations and Maintenance  

 

The Municipality shall operate the project in a conscientious manner and will use all 

possible means to ensure that: 

a. The project meets its objectives 

b. The funds and skills necessary for the project operation and 

maintenance are provided. 

 The municipality operates and maintains the project according to the operation and 

maintenance plan.  

The Municipality shall submit to MDLF annual report for the first operational year 

clarifying the following: 

- Compatibility with the O&M 

- Problems and Solutions 

- Recommendation for future   

   Area Engineer audits the Operation and Maintenance Reports. 

 

10. Termination of the Grant Implementation Agreement 

(GIA)   

 
 This Agreement can be terminated by MDLF only through a written notice that 

will come into effect five (5) working days after ensuring that the recipient has 

received this notice. In this case, the balance of grant funds recorded in the 

Agreement, and not disbursed, will stay in the MDLF account, and all other 

obligations and liabilities stated in this Agreement by MDLF and/or the Recipient 

will cease by termination of this Agreement.  

 

The Agreement can be terminated under the following conditions: 

 

1. In case a municipality fails to comply with its commitments in the GIA, 

MDLF has the right to end the signed agreement with the municipality (GIA) 

and its allocation or part of its allocation will be retrieved to MDLF. 

Consequently, the municipality has no right to get any of this allocation in the 

future such cases is non compliance with the deadlines mentioned in the 

allocation letter (the submission of the application form, the bidding process 

and signing the contracts and finally completing the implementation of 

projects). 

2. If the municipality(s) is dissolved, and thus lose any recognized legal status. 
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3. If internal disputes or problems arise within the municipality(s), that may block 

the implementation of the project. 

4. Any corruption or fraudulent management of project funds in any stage of the 

project implementation. 

5. If the municipality(s) is taken to court by any other party or donor and 

mismanagement or misallocation of fund is established by court. 

6. In case of safeguards was triggered without notifying the MDLF, or court case 

is being raised agianst the municpaity regarding sub-project related triggering 

of the safeguards. 

 

The savings resulted from municipalities allocations after completion of the projects 

and/or the retrieved allocations resulted from the termination of the GIA(s) of some 

municipalities will be put in MDLF pool of funds and will be re-allocated and utilized in 

the following cycle.  

The following milestones should be applied by municipalities within each cycle which 

consists from two years: 

2. The application forms should be filled and submitted to MDLF 

by maximum three months after receiving the allocation letter. 

The appraisal process will be within three months i.e it will not 

exceed 6 months from distributing the allocations without 

acceptable justification to MDLF. 

3. The required design, licenses and permits from other 

authorities and line ministries if needed and then preparing 

bidding documents for the approved projects should be 

submitted to MDLF by maximum 5 months from receiving the 

pre-approval. 

4. The procurement process including the tendering, evaluation 

and signing the contract should not exceed 4 months from 

getting the MDLF no objection for tendering without 

acceptable justification. 

5. The implementation period will not exceed 7 months from 

signing the contracts. 

The duration from filling the application form and the completion of implementation for 

the projects should not exceed 20 months except for large projects and for reasonable and 

justified reasons can be extended to 22 months. The municipalities that will not or could 

not meet the defined milestones should be presented to BOD to take the required decision 

which may reach to cancellation of their allocation. 

The sequence will be as follows  
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1. The delay of submission of application form: 

a) MDLF will send a warning letter for the municipality and ask them to submit the 

filled application form within two weeks. If the municipality response is positive 

or ask for not more than another week with acceptable justification, MDLF can 

accept and wait. 

b) If the municipality did not respond within the two weeks or within the extended 

week then MDLF will raise the issue to the board. 

The MDLF board will review the case and take the decision either to extend for 

another period and not to exceed two weeks, or/ transfer their allocation to the 

following cycle or cutting off part of their allocation which is not exceeding 20% of 

the total allocation2. The delay of submission of the required documents, such as 

the designs and licenses or the bidding documents, evaluation of bidding documents 

or during the procurement process. MDLF will send a warning letter and ask the 

municipality to send the required documents within a month otherwise MDLF raise 

the issue to the Board then the Board decisions can be as above. 3.  The delay of 

implementation with weakness or lack of supervision from municipalities side.If the 

municipality appears to have weak supervision, and approval of unacceptable works 

that causes delays, MDLF will prepare a report  about the municipalities performance 

during implementation of projects in the municipalities that causes delay and in this 

case the allocation can`t be cancelled as there is a contract  but the Board can  

study the case and decide accordingly. 
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Preface 
 

The Municipal Development and Lending Fund (MDLF) is a semi-governmental entity established 

by the Council of Ministers decree in October 2005, followed by the MDLF-law which was 

endorsed in November 2016, to accelerate Palestine’s drive toward high responsiveness, self‐
sustained, decentralized, prosperous and creditworthy local governments. The MDLF has been 

enriching its role as the preferred channel of financial resources from the Palestinian Authority and 

various donors to the Palestinian local government units (LGUs), to improve the delivery of local 

infrastructure and municipal services, to promote economic development, and to improve municipal 

efficiency and accountability. Since it was established in 2005, MDLF has had noticeable 

achievements on community development as well as reform of the local government sector in 

Palestine. MDLF had implemented hundreds of projects with a value that exceeded US$370 

million, all in the form of municipal infrastructure services, capacity development, and innovative 

initiatives at the municipal level.  

 

The core business of MDLF is the Municipal Development Program-MDP, a Multi-phases program 

distinguished by the transfer mechanism, aimed to enhance the capacity of municipalities through 

its four components (Component 1: Municipal Performance and Service Delivery, Component 2: 

Capacity Development, Component 3. Municipal Partnership Projects. Component 4: Project 

Implementation Support and Management Costs.). 

For effective management of the projects, programs and grants, MDLF has developed four 

integrated manuals. These manuals can be described briefly as illustrated in the following table: 

Table No. (1) MDLF Manuals Description 

Manual Brief Description 

Technical 

Operational Manual 

(TOM) 

The purpose of this manual is to elucidate, step by step, the operations and 

procedures to be implemented by MDLF in ranking municipalities, allocating 

their grants for capital investment & operation, helping them to plan and 

implement projects to improve their services and hence improve the quality of 

life to their residents. This manual covers projects under Window 1 of the MDP 

Capacity 

Development 

Manual (CDM) 

The purpose of this manual is to elucidate, step by step, the operations and 

procedures to be implemented by the Municipal Development and Lending 

Fund (MDLF) (Institutional Development and Technical Assistance Department in 

particular) in implementing Component 22 of the MDP3. 

Financial Manual 

(FM) 

This manual describes in details all financial procedures to be followed by the 

MDLF in managing grants and projects. 

Procurement Manual 

(PM) 

This Manual provide straightforward and detailed guidance on the individual 

stages of the procurement process to be followed when conducting procurement 

against projects funded by the MDLF. It is designed to be simple to use, by 

breaking the overall procurement process down into a series of individual stages 



2 
 

 

 

This manual (Capacity Development Manual CDM) is designed to be used mainly by MDLF - 

IDTA department staff, alongside with a number of other documents, including in particular 

MDLF’s Grant Allocation Mechanism (GAM) and MDLF’s Procurement Manual, Technical 

Operational Manual, and Financial Manual. 

 

As part of its purpose, this manual includes all necessary tools (forms) needed to implement 

Component 2 of the MDP3 (MDP3 comprises of 4 components – for more details please refer 

to the Project Appraisal Document PAD).  

   

Finally, this manual is a living document and needs to be reviewed and updated (if necessary) at 

the end of each cycle of component 2. Updates or revisions to the contents of the manual are 

subjected to the review and agreement of the World Bank and project partners. 
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Abbreviations 

 
BOD Board of Directors 

CD Capacity Development 

CDM Capacity Development Manual 

GAM Grant Allocation Mechanism 

GD General Director 

GDO General Director of Operations 

GIA Grant Implementation Agreement 

FY Fiscal Year 

FD Financial Department 

FM Financial Manual 

IDTA Institutional Development and Technical Assistance  

LGUs Local Government Units (municipalities or Municipal Areas for the 

purpose of this manual) 

LTC Local Technical Consultant 

MDLF Municipal Development and Lending Fund  

MDP Municipal Development Program 

MOU Memorandum of Understanding 

MoLG Ministry of Local Government 

O&M Operations and Maintenance 

PNA Palestinian National Authority 

PRDP Palestinian Reform and Development Plan 

PD Procurement Department 

PM Procurement Manual 

RFA Request for Applications 

RFP Request for Proposals 

SDIP Strategic Development and Investment Plan 

SPD Strategic Planning Department 

TD Technical Department 

TOM Technical Operational Manual 

TOR Terms of Reference 

EOI Expression of Interest 
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1.0 Background 
 

 

PROJECT DEVELOPMENT OBJECTIVES 

 

 

Enhance the institutional capacity of municipalities in West Bank and Gaza for more accountable 

and sustainable service delivery. 

 

    PDO-Level Results Indicators 
 

PDO Result Area Indicators 

Institutional Strengthened 

Municipalities 

1. Number of municipalities that moved up 

one rank in the performance assessment system  

Accountable and Responsive Service 

Delivery 

 

2. People provided with improved urban 

living conditions (WB core) 

3. Municipalities with Public Disclosure of 

executed budget and executed SDIP 

Financially Sustainable municipalities   
4. Number of municipalities with Operating 

and Enterprise surplus and no increase in arrears  

 

The Municipal Development Program is a ground-breaking new effort in development and reform 

designed by the Municipal Development and Lending Fund (MDLF). Under the guidance of the 

Palestinian National Authority, the MDP recognizes that the first step towards improving municipal 

services lies in better-managed and more accountable local governments. The MDP provided 

infrastructure grants to Palestinian municipalities and combines this with improved performance 

and improved capacity in operations, planning, and financial capacity. Its cornerstone was the Grant 

Allocation Mechanism, a formula-based method for distributing funds to municipalities for capital 

investments based on needs, population, and good management practices. The MDPIII will be 

implemented over the period of (2017-2021) in two cycles. 

 

MDP3 will consolidate and scale up past gains under MDP 1 and MDP 2 in municipal performance 

and accountability enhancement. In addition, MDP 3 will start to strengthen the enabling 

environment at the central level and municipal partnerships with the private sector to improve the 

efficiency and sustainability of municipal services. The basic municipal capacity developed in 

financial management and budgeting will need to be taken to the next level of improving arrears 

management practices and own-source revenue performance so that municipalities are able to 

achieve financial sustainability. Participatory processes need to be integrated throughout the 

municipal investment cycle thereby strengthening the social contract between municipalities and 

citizens/stakeholders. In addition, MDP 3 will strengthen the capacity of the Municipal 

Development and Lending Fund (MDLF) and Ministry of Local Government (MoLG) to enhance 

the enabling environment for municipalities and sustainability of the municipal sector. MDP 3 will 

also provide support to MoLG in strengthening its regulatory and oversight role for the LGU sector. 

Further, municipalities will be supported to develop their capacity to look for partnerships with the 
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private sector to improve efficiency and sustainability of municipal services.  More generally, MDP 

3 will continue to serve as a model for an eventual fiscal transfer system for the PA 

 

The MDP3 has 4 Components through which funds will be disbursed in its first Phase 

(2017-2021) as described in table no. (2) below: 

 

  Table No. (2) MDP3 Components 

  

Components 

 Component 1 Municipal Performance and Service Delivery,  

 Component 2 Capacity Development 

Component 3 Municipal Partnership Projects.  

 Component 4 Project Implementation Support and Management Costs 
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Component 2: Capacity Development   

                              (the focus of this manual) 

 

This component will provide capacity support to municipalities and national level 

institutions, namely the MDLF and the MoLG.  
 

Capacity Development of Municipalities: The support would be provided at two levels, viz (1) 

Basic Capacity Development Support to all participating municipalities; and (2) Targeted 

Capacity Development Support to strengthen creditworthiness of high-performing 

municipalities.  The Basic Capacity Development Support will aim at improving municipal 

performance measured against the program’s KPIs, as well as improving sub-project 

implementation capability (e.g. pre-feasibility study, procurement, financial management, and 

safeguards).  For the municipalities with good capacity, Targeted Capacity Development will be 

provided to enhance their capabilities to access market finance in the long run.  Accordingly, 

targeted advice and training will be provided to strengthen the performance of municipalities in 

areas such as revenue and expenditure management, management of receivables and payables, cash 

management, oversight, and project management.  

 

Development of Municipal Management Systems: this activity will support the strengthening of 

municipal management systems. Effective systems to regulate and guide municipal activities make 

a critical contribution to available capacity through clarifying and streamlining procedures and 

requirements as well as improving their efficiencies through automation. Support will be provided 

for the development of procedural, analytical and technical frameworks and analyses in targeted 

areas such as revenue management, municipal integrated financial management and information 

system (IFMIS), capital investment preparation, and social accountability.  

 

Capacity Development of the MoLG and the MDLF: Recognizing the critical role played by 

national level institutions in the strengthening of governance and service delivery at the municipal 

level, the project will provide capacity development support to MoLG and MDLF to enable them 

to play their respective mandated roles and responsibilities more effectively.  Accordingly, support 

will be provided to the MoLG to develop Municipal Audit Standards and related implementation 

guidance in collaboration with the State Audit and Administrative Control Bureau (SAACD), and 

the Palestine Association of Certified Public Accountants (PACPA).  

 

The technical assistance packages described in this manual are demand driven and training targets 

are determined by the number of municipalities within each rank. 
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2.0 The Grant Allocation Mechanism (GAM) 
 

The Grant Allocation Mechanism (GAM) for MDP 3 strongly aims at creating incentives for the 

presently 144 Palestinian municipalities to improve their performance and capacities, in particular 

in the fields of: 

1) Financial Performance and Sustainability (FPS) 

2) Institutional Performance (IP) 

3) Transparency, Accountability and Participation (TAP) 

For this purpose, the transfer mechanism (TM) establishes a system with 10 ranging ranks of 

performance from the highest to the lowest level of performance (A++), (A+), (A), (B++), (B+), (B), (C++), (C+), 

(C), and (D). based on key performance criteria (indicators) that determine how a municipality 

will be classified in the ranking system. Annex No. 1 describes the indictors of performance 

criterion and the definition of each indicator. 

For more information about the allocation mechanism please refer to the GAM Manual 

document.  

 

3.0  Eligible Applicants 
For MDP III, it was agreed between MDLF and funding partners, that only municipalities 

fulfilling the eligibility conditions will receive population and needs based grant funds (the 

Basic Grant). The eligibility condition of MDP II (budget submission) will still apply. In 

addition, he SDIP preparation according to the new guidelines shall become an additional 

eligibility condition starting with the second cycle of the MDP III.  

For more information about the eligibility conditions please refer to the GAM Manual 

document.  

 

4.0  Technical Assistance Areas of Intervention and Packages  
 

Technical Assistance Areas of Intervention are broadly grouped into two 

categories: 
(A) Capacity Development of Municipalities,  

(B) Capacity Development of MoLG and MDLF.  

 

A. Capacity Development of Municipalities: Capacity Support to Municipalities would be 

provided at two levels 

(i) Base Level Capacity Support to all participating municipalities and  

(ii) Targeted Capacity Support to strengthen creditworthiness of well-capacitated municipalities. 

(i) At the base level, the CD will include a mix of classroom training, hands-on technical support 

and advisory support on specific areas of municipal functions that will be customized to cater 

to the requirements of Municipalities and their existing capacities and performance. 
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 MDP3 packages: 

 

1. Strategic development and investment plans (SDIP): 

 This is an updated version of the past SDIP. This activity will support the 144 municipalities to 

develop simple strategic development and investment plans with the participation of communities 

and relevant stakeholders, for the years 2018 to 2021 following the SDIP new guidelines prepared 

by the national planning working group headed by MoLG. 

 

 

2. Financial System Packages: 

 

2.1 Integrated Financial Management Information Systems (IFMIS): 

IFMS is a management tool that gives municipal officials and MOLG managers the information 

needed for making decisions, planning their activities, monitoring and evaluating outcomes. The 

Integrated Financial Management System (IFMIS) is designed to integrate information vertically 

between systems and sub-systems running by one agency (Municipality) and horizontally between 

systems running by multiple agencies (Municipalities - MOLG).  
 

The Integrated financial management information system (IFMIS) is a system that Integrates 

financial processes executed by different related systems such as budget preparation software 

(BPS), financial management information system (FMIS), Revenue Management Information 

System (RMIS), Performance management information System (PMIS – out of the scope for this 

assignment), Fixed Assets Registration, Payroll system, GIS, Operation and Maintenance system 

O&M and other systems to derive full benefits from performance-based pubic financial 

management.  

MDLF and Local governments have envisioned that the successful implementation of the IFMIS 

system will provide the following benefits: 

 

 Effective Planning, Budgeting & Financial Analysis Based on the Factual Data and 

Trends, 

  Effective Performance Monitoring, Increased Productivity, Reduced Documentation, 

Enhanced Transparency, Enhanced Communication: 

 The other benefits of IFMIS solution will be lesser process time, lesser establishment 

costs, reduction in manual data retrieval and transfer would result in better decision 

making, greater employee satisfaction and higher manpower productivity. All these 

benefits would enable municipalities to perform their role of financial and resource 

management in a better manner and thus better serve their people. 

 Ongoing support to be continued for rolling out of IFMIS to a new set of targeted municipalities 

with the objective of automating the financial management and revenue administration process. 
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 The roll out of the financial management manual which includes the basic use of the new 

chart of accounts, 

  Asset registration and valuation support to a group of municipalities;   

  Roll out of the municipal budgeting procedures; 

 Promotion of municipal external audits; 

 Office and IT equipment based on MDLF’s assessment of the municipal financial 

departments for a group of municipalities;  

Capacity building in financial management is required for the non-accountants in the level of 

Municipalities’ directors. This step is helpful to enhance the utilization of financial information 

(the output of IFMIS) 

 

2.2  RMIS Revenue Management: 

The objective of this assignment is to strengthen LGUs’ financial capacities through enhancing 

their revenue collection that improves their mechanism for offering/charging their services, tracking 

and controlling their outstanding debts, through rolling out Revenue Management Information 

System (RMIS) at selected municipalities in the West bank and Gaza to ensure the following: 

  Managing and controlling municipal ‘revenue resources; 

 All tax and non-tax revenues are collected and payments are made correctly in a timely 

manner;  

 Customers’ consolidated statements of accounts are optimally managed and controlled.  

 

More specifically, the assignment aims are to support the selected pilot municipalities in: 

1. Unify the services’ accounts for each customer under unique customer account; 

2. Support MoLG in policy development, guidelines, transparency procedures for tax and non-

tax revenues collected by municipalities 

3. Support to municipalities to map unbilled service users and complete municipal service 

users’ database, including utility service users.  

4. Support to municipalities to identify cumulative arrears per service user and record.  

5. Support to the MoLG to revise 1997 Law on revenue assignments (currently tackled under 

the Bank’s reform TA).  

  

2.3  Simple Accounting system & Financial Policies & Procedure Manual 

The aim is to coach newly formed and small municipalities on the use of the Cash Based Fund 

Accounting Financial Policies and Procedure Manual-FPPM and provide the necessary technical 

support for the financial and accounting teams in the municipalities to implement the Financial 

Policies and Procedures Manual. 
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3. Operations and Maintenance (O&M) Package: 

 The O&M Web-Enabled Application software is a management tool that gives municipal 

officials the needed asset information for planning their activities, making decisions, monitoring 

and evaluating outcomes. It is designed to evaluate the assets yearly for good maintenance & 

prepare the operational plans for the next years. 

. The O&M package has been implemented through four main phases: 

 Phase one: assessment of the current practices of O&M at the municipalities. 

 Phase two MDP2: develop an operation and maintenance system and document it in a 

manual and coach municipalities on its use. 

 Phase three MDP2: this phase will be implemented in two parts rather than one as it 

was proposed in the old concept. PART ONE is Developing Software Requirements 

and Specifications (SRS) for Operation and Maintenance (O&M) computerized 

System and PART TWO is developing O&M computerized system and test it on a 

pilot of municipalities. This change in the concept will help in choosing the right 

software, save time and effort as preparing the SRS will facilitate gathering and 

prioritizing O&M requirements. Besides, once the selection criteria are predefined and 

written in a language that software vendors understand this will facilitate choosing the 

needed software. 

 Phase four MDP2 & MDP3: Roll out the computerized system and coach additional 

municipalities on the use of the O&M Manual and computerized software to generate 

computerized maintenance plans to the municipalities. And conduct physical 

inspection and FARV update. 

 

4.  Automated FARV Package:  

Fixed Assets Valuation and Registration would provide technical support to Newly Formed 

municipalities in registering all municipal assets and valuation of the assets and would provide 

training on assets registration and update of the registration. More specifically FARV will 

1. Assist municipalities in registering their fixed assets;  

2. Valuate the registered fixed assets using the methodology and the standardized price list 

which were prepared by MDLF for this purpose; 

3. Collect all necessary information on each item of fixed assets, as stated in the fixed assets 

manual and valuation methodology; 

4. Compile a comprehensive fixed assets register according to specific forms provided by the 

methodology manual. 

5. Train municipality staff with the needed procedures to register and update fixed assets. 

6. Update the standard price list which will be used for establishing the replacement cost 
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5.  E- Municipality/ Citizen Service Center automation: 

 This package would assist municipalities in establishing Citizen Service Centers (piloted under 

MDP 1) and in developing and rolling out Citizen Guidelines for Service Delivery.  Activities 

would include institutional assessment and business process management assessment, provision 

of IT equipment, software installation. The Citizen Guidelines would inform municipalities, 

citizens and NGOs on their respective obligations, duties and rights.  

Support MoLG to unify the provided services throughout all the municipalities in terms of 

service’ title , level of approval authorities , fees , the required support documents.. etc.  

 

6.  Social Accountability:  

This package will provide support to institutionalize citizen engagement and social accountability 

in municipal governance through formal guidelines and procedures for strengthening 

citizen/beneficiary feedback on service delivery and municipal management and for enhancing the 

effectiveness of grievance redressal mechanisms. Support will also be provided for enhancing 

transparency and accountability of municipalities through improved disclosure of municipal 

budgets, and enabling citizen accessibility to and knowledge of the municipal budget process 

 

(ii) At the next level, targeted CD will be provided to selected municipalities (15) to 

improve their creditworthiness and enhance their capabilities to access market finance. 
Accordingly, targeted advisory and training will be provided through mobile teams of specialists 

to strengthen performance of municipalities in areas such: 

 Revenue and expenditure management, 

 Management of receivables and payables, 

 Cash management,  

 Project management.  

 

B. Capacity Development of MoLG and MDLF: MDLF, support will be provided to the 

MoLG to develop Municipal Audit Standards in collaboration with the State Audit and the 

Palestine Association of Certified Public Accountants (PACPA).  
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5.0  MDP3 Component 2 Main Phases  
Implementation of Component 2will be through a cycle of five phases as follows: 

 

Phase One: Preparation Phase  

 Designing and developing the technical assistance  CD packages  

 Orientation of municipalities about MDP CD window  

   

Phase Two: Initiation Phase  

 Announce for Request of Applications  

 CD Packages Selection, Submission, Evaluation, Grouping, and Approval 

 Applications Evaluations and Revision by MDLF 

 Signing MOUs and GIAs  

 

Phase Three: Procurement Phase 

 Procurement Process by the Municipalities 

 Procurement Process by the MDLF 

 

Phase Four: Implementation Phase 

 Implementation by the Municipalities 

 Implementation by MDLF 

 

Phase Five: Close up Phase 

 Monitoring and Evaluation 
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Part Two 

 
MDPs Component (2) 

Operations Flow Chart 
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Phase Activity 

 

Responsibility Tools / 

Forms 

Output Time 

Frame 

 

 

Phase One: 

Preparation 

Phase  

 IDTA – Design – 

Preparation 

GDO – Revision 

GD – Final Approval 

-- documents for each the of the Technical 

Assistance  Packages: 

 This bundle will include at least the following: 

- Terms of Reference (TOR) for each package:  

- Request For Application (to be announced 

for the municipalities) 

- Capacity development Application Form  

- Request for EoI (to be announced for the 

consultants / Providers) 

- Evaluation Criterion for the EoIs 

- Request for Proposals (RFP) (to be 

announced for the consultant / providers) 

- Proposals evaluation criterion 

- MOUs templates 

- No. of municipalities to be targeted by this 

TA package 

First two 

months of the 

cycle  

  IDTA – Design – 

Preparation 

GDO – Revision 

GD – Final Approval 

Request for 

Application 

(CDM – F-01) 

CD Application 

Form (CDM-F-

02) 

 

The package includes basically the following 

documents: 

- Request for Application  

- CD Application Form  

- Any other necessary document that may help 

the municipalities  

 

   IDTA  Department  ( 

Design – Preparation) 

GDO – Revision 

 

 

 

 

 

 

--- Orientation Materials 

Preparing Package of Documents to 

be distributed to Municipalities 
 

Preparing Proper 

Orientation/Training Material 

Designing and developing the 

Technical Assistance Packages 
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Phase Activity 

 

Responsibility Tools / 

Forms 

Output Time 

Frame 

  IDTA department in 

coordination with TD 

(preparation) 

GD – Signature 

 

 

 

Orientation 

Invitation Letter 

(CDM-F-03) 

- Four groups (three WB and One GS) 

- Sending Orientation Invitation Letter 

  

 

 

 

 

 

IDTA Department or 

LTC 

Orientation 

Presentation 

Materials 

4 Workshops  

Phase Two: 

Initiation  Phase  

 

 

 

 

IDTA Department in 

coordination with 

PD(preparation) 

PD – announcement and 

follow up 

Request for 

Application 

(CDM-F-01), 

 

 

Asking  municipalities to apply for the CD 

program officially 

 

Third and 

fourth month 

of the cycle 

 Municipality: 

Submission of the 

Application  

MDLF: registration of 

the application and 

issuance of 

Acknowledgment of 

Application Receipt 

Letter 

Applications 

Register form 

(CDM-F-04) 

Acknowledgment 

of Application 

Receipt Letter 

(CDM-F-05 

 

Receiving  Complete applications from 

municipalities 

 

 

 

IDTA department CD Application 

form 

 

 

 

 

 

List of municipalities capable of managing the 

bidding process and the implementation phase 

by itself in coordination with MDLF and under 

its supervision and list of municipalities that the 

MDLF will manage the bidding and 

implementation process on behalf 

Conducting One Identical 

Orientation Workshop for Each 

Subgroup 
 

 Announcement for Request of 

Applications 

Completing Application Form 

 

Grouping Municipalities according 

to geographic locations and Sending 

Official Invitation Letters 
 

Identification of Contracting 

Modalities  
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Phase Activity 

 

Responsibility Tools / 

Forms 

Output Time 

Frame 

  MDLF GD and 

Municipalities 

mayors 

MOUs - GIAs 

 

 

 

 

Signed MOUs - GIAs 

Phase Three: 

procurement 

Phase 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

MDLF & LGUs Request for No 

Objection to 

Award  

 

Contracts fifth month of 

the cycle 

Phase Four: 

Implementation  

Phase 

 

 

 

 

 

 

 

 

 

 

 

 

 

MDLF follow up 

implementation by 

municipalities and 

consultants  

Milestone 

Progress Report - 

Municipalities 

(CDM-F-10) 

Final Report (CDM-F-

11) 

Milestone 

Progress Report - 
MDLF (CDM-F-12) 

Implemented Projects from the sixth 

month to the 
twelfths of the 

cycle 

Progress Reports 

 

Final Reports 

 

Tendering CD Packages 

 

 Through MDLF    Through LGUs 

Contracting 

 

Signing CD MOU - GIA 

Monitoring and Evaluation 
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Phase Activity 

 

Responsibility Tools / 

Forms 

Output Time 

Frame 

 

 

Phase Five: Close 

up Phase 

 

 

 

 

IDTA department in 

coordination with M&E 
staff will conduct an 

overall evaluation for 

the program cycle 

-- 

 

 

evaluation report The 

thirteenth 

month of 

the cycle 

Projects Evaluation 
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Part Three 
 

  

Capacity Development 

Component (2) 

Operations Detailed 

Description 
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1.0  Phase One: Preparation Phase 

 

This phase is a preparatory phase for Widow3 to start; in this phase MDLF will design, develop, 

and finalize the CD Packages, prepare package of necessary documents to be distributed to 

municipalities, and aware municipalities regarding MDLF’s capacity development packages, 

its conditions and requirements.  This Phase will take approximately one month implementation  

  

1.1  Designing and developing the Technical Assistance Packages  

1.1.1 In this stage the IDTA department will design, develop and finalize a bundle of 

documents of each Technical Assistance Package. This bundle will include at least the 

following: 

- Terms of Reference (ToR) for each package: This ToR will include: 

 Background 

 Assignment Objectives 

  Assignment Scope of Work 

  Assignment Phases, Activities, tasks 

  Implementation Methodology 

  Reporting 

  Main deliverables                                                                                                                  

  Assignment Administration 

  Consultant Qualifications  

  Payments 

- Request For Application (to be announced for the municipalities) 

- Capacity development Application Form  

- Request for EoI (to be announced for the consultants / Providers) 

- Evaluation Criterion for the EoIs 

- Request for Proposals (RFP) (to be announced for the consultant / providers) 

- Proposals evaluation criterion 

- MOUs templates 

- No. of municipalities to be targeted by this TA package 

1.1.2 The IDTA Department manager will review and finalize each bundle and send it to the 

GDO for his revision and approval. 

1.1.3 The GDO will review the bundles, discuss his notes with the IDTA Department manager 

and send the updated bundles for the GD for final approval. 

1.1.4 The MDLF may communicate these bundles with related stakeholders such as MOLG 

and Donors to take their feedback. 
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1.2  Orientation of Municipalities about MDP 3 CD Component 2 

This step consists of two main activities; these are preparing necessary documents and proper 

presentation material to be delivered to municipalities, explaining the MDP support program / 

CD packages conditions and requirements, and conducting the orientation workshops. 

 

1.2.1  Preparing Package of Documents to be distributed to Municipalities 

1.2.1.1 In this activity the IDTA Department prepares a package of documents to be available 

on line (at the MDLF website) to all eligible municipalities at the launching stage of MDP3/ 

component 2. 

1.2.1.2 The package includes basically the following documents: 

- List of eligible Municipalities and their ranks, and the CD packages each municipality could 

apply for 

- Request for Application (CDM – F-01) 

- CD Application Form (CDM-F-02) 

- Any other necessary document 

1.2.1.3 IDTA department manager submits the prepared package to GDO for revision and 

approval. 

1.2.1.4 GDO reviews the package and forward it to the GD for final approval before 

disclosure on the MDLF’S website.   

1.2.1.5 Upon final approval, the IDTA department submits the package to the Public Relations 

Officer to post it on MDLF’S website. 

1.2.1.6 The IDTA department notifies municipalities/LGUs with the availability of packages 

on the MDLF website (e.g. via fax, E-mail, advertisement in newspaper, etc.), and inform them 

that if they do not have access to internet they could receive the package form MDLF offices. 

 

1.2.2 Preparing Proper Orientation/Training Material 

1.2.2.1 This activity has to be completed before posting the CD packages and related documents 

on MDLF website; IDTA department may request local technical consultant (LTC) support for 

the first program cycle to prepare a proper orientation material and to conduct the orientation 

workshops. 

1.2.2.2 The orientation material should basically focus on the following issues: 

- Raising awareness of municipalities regarding MDLF’s Municipal Development Program/ 

Components, CD Packages, its schedule, conditions and requirements. 

- Completion of  the CD application form and provision of supporting documents 

- Details of the Memorandum of Understanding (MOU) and Grant Implementation 

Agreement (GIA) 

- Procurement Instructions  

1.2.2.3 IDTA department submits copy of the orientation material to GDO for comments and 

feedback. 
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1.2.3 Grouping Municipalities and Sending Official Invitation Letters 

1.2.3.1 The IDTA department will coordinate with the TD to conduct the orientation/training 

workshops for both componet 1 and Component 2 at the same time. 

1.2.3.2 The IDTA department (in coordination with the TD) splits the 144municipality into 4 

subgroups in the West Bank (North, Middle, and South) and one in Gaza Strip.  

1.2.3.3 IDTA department (in coordination with the TD) schedules the orientation to be 

conducted; one identical orientation workshop for each subgroup. 

1.2.3.4 IDTA department in coordination with the TD submits the orientation/training 

schedule to GDO for feedback 

1.2.3.5  GDO reviews and forwards his recommendations to GD for final approval 

1.2.3.6 The IDTA department prepares invitation letter to each municipality (see Orientation 

Workshop Invitation Letter (CDM-F-03): the information listed below to be provided in the 

workshop: 

- Municipality Rank incl. explanation 

- Amount of allocation for the municipality 

- MDP components and its description / requirements 

- Capacity development Package/Packages each municipality is eligible to apply for 

- Place and date of the orientation/ training workshop 

- Link address for downloading orientation material 

1.2.3.7 IDTA department submits all letters to GDO for audit  

1.2.3.8 GDO forwards all letters to GD for signature  

1.2.3.9 Signed letters must be sent to all municipalities by IDTA department  

 

1.2.4 Conducting  One Identical  Orientation Workshop for Each 

Subgroup 

1.2.4.1 While TD and IDTA department schedule the orientation workshops, they  also arrange 

for workshops place and light hospitality; estimated expenses have to be approved by MDLF’S 

financial department (FD), and arrangements of these events should be done in full coordination 

with the SP&PR department 

1.2.4.2 TD and IDTA department will conduct one identical orientation/training workshop in 

the four different places; One in Gaza, and Three in West Bank (north, middle and south). 

1.2.4.3  TD/IDTA department may request LTC support to conduct the training/ Orientation 

workshops.  
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2.0 Phase Two: Preliminary (Initiation) Phase 

 

This Phase will take approximately two months 

 

2.1 Announcement for Request of Applications 

 

2.1.1 After Completing Orientation/ Training workshops the MDLF will issue a 

Request for Application (CDM-F-01), inviting municipalities to apply for the CD 

packages and selecting / requesting one or more of the CD packages according to the 

CD application form.  

2.1.2 The RFA will be sent officially through fax and e-mail (when possible) to 

municipalities. 

2.1.3 The RFA may also be advertised in local newspapers (according to the 

instructions of the procurement manual) and will be published on the MDLF 

website. 

2.1.4 The RFA shall contain the following: 

 Brief description of the MDP 

 Available CD packages for that year, and submission conditions. 

 Asking municipalities to apply for the CD packages and informing them how they can obtain 

the application form and other related documents (down load the Application form and other 

necessary documents from MDLF website or picking them directly from MDLF offices (in 

West Bank and Gaza Strip). 

 Dead line for application 

 Specifying the places to submit the applications, the submittal provisions, responsible 

persons to receive the applications, and any other applicable provisions at the time of the 

announcement.  

 Asking each municipality to confirm receiving the letters and RFA (and downloading or 

taking the application form) in an official letter to be sent to MDLF within 10 days from the 

advertisement. 

 

 

2.2 CD Packages Selection, Submission, Evaluation, Grouping, and 

Approval. 

 

2.2.1 Completing Application Form 

2.2.1.1 Each municipality, and according to its rank and the requirements to pass to higher 

ranks must select the appropriate CD packages. MDLF/ IDTA department may request the 

service of LTC to help municipalities in completing the application form. 

2.2.1.2 Each municipality must complete the CD application and provide all needed 

information and data. (during the orientation workshops, the MDLF staff will explain to 
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participated municipalities that the MDLF staff at MDLF offices (or the LTC) will be available 

to help them in completing the application form) 

2.2.1.3 The   completed   application   dossier   shall   consists   of the  following: 

a. Complete CD application form 

b. Municipality cover letter  signed by the Mayor 

c. Any other documents that may be requested by the IDTA Department. 

2.2.2 Completed application dossier shall be submitted to the MDLF offices. For each 

application two hard copies and one soft copy (one CD) must be submitted.  

2.2.3 The IDTA Department at MDLF will register the receipt of the Application Form in 

the Applications Register form (CDM-F-04) (after checking the availability of two hard 

copies and one CD soft copy) and provide the municipality representative with 

Acknowledgment of Application Receipt Letter (CDM-F-05). 

 

2.3 Applications Evaluation and Revision by MDLF 

2.3.1 Assessing and Evaluating the application forms 

2.3.1 MDLF IDTA Department will review and assess all applications using the CD 

application assessment criteria attached to the application form.  

2.3.2 The revision and assessment process will take 4-6 weeks and the municipalities will be 

informed of this period through the Application Receipt letter (CDM-F-05). 

2.3.3 Table No. (4) below explain the assessment criterion main issues to be followed by 

MDLF / IDTA department to assess and evaluate the application form, to decide the most 

appropriate CD packages for each municipality, and to asses the readiness of the 

municipalities to manage the procurement process by their own 

Note: the CD application assessment annex attached to the application form contains further 

explanation for the assessment criterion. 

 

Table No. (4) Applications assessment Criterion Main Items 

No. Scope Main Items to be assessed  

1 Assessing 

Financial 

Situation at 

the 

Municipality 

 Availability of Organizational Structure, job description for the 

employees in the Financial Department  

 Availability of documented financial and accounting 

procedures, policies, internal control procedures 

 Availability of  external auditor 

 Nature and type of Accounting System 

 Using new Unified Chart  of Accounts 

 Available IT employee/s 

2 Assessing 

Fixed Assets 

Registration 

at the 

Municipality 

 Availability of Fixed Asset department / Employees 

 Availability of list of assets 

 Availability  of records of fixed assets (lands, buildings, 

vehicles, equipment, machines, furniture’s… etc)?   according to 

the Excel sheets prepared by the MDLF                      
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No. Scope Main Items to be assessed  

 The  municipal staff participated in training courses on fixed 

asset  registration of the Engineers Association 

 

3 Assessing 

Strategic 

Development 

and 

Investment 

Planning at 

the 

Municipality  

 Availability of Strategic Plan 

 Availability of Strategic Planning / Urban planning  

Department at the municipality 

 Availability of employees specialized in proposal writing and 

fundraising 

 Outreach activities and public participation 

 

4 Assessing the 

Capacity of 

the 

Municipality 

in  

Procurements 

and Projects 

Management 

 Availability of  specialized procurement department 

 Availability of documented procurement procedural manual 

 Participation of Municipality Staff in the MDLF procurement 

Training  

 Managing consulting or individual expert contracts for 

technical assistance, training or similar services on its own 

 Availability of Documented Project Management and 

Procedural Manual 

 

2.3.4 Based on the revision and assessment process for the CD application forms, the IDTA 

Department will: 

2.3.4.1 Group the municipalities into groups (according to the available CD packages for that 

year) 

2.3.4.2 Chose the municipalities that have the required capacity to manage the procurement 

process directly and the municipalities that the MDLF will manage the procurement process 

instead of it (in coordination with the procurement department). 

2.3.4.3 The IDTA department will prepare a report composed of two parts, the first part 

describes the two CD groups, and the second part contains list of municipalities that are 

recommended to manage the procurement process themselves, and the municipalities that the 

MDLF is recommended to manage the procurement process on their behalf as they do not 

have the required procurement capacity. 

2.3.4.4 The IDTA department will send the report to the GDO for revision and approval. 

2.3.4.5 The GDO will discuss his notes with the IDTA department manager and forward the 

modified report to the GD for final approval.  

2.3.4.6 According to the GD approval, the IDTA department will prepare a letter (See the 

Application Status Notice form (CDM-F-06)) to be send to municipalities informing them 

with: 

 The CD packages they will benefit from 

 Whether they will manage the Procurement process by their own or not. 
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These letters should be reviewed by the GDO and signed by the GD, and the IDTA 

department should follow up sending the letters to all municipalities.  

 

2.3.5 The MDLF decisions regarding the grouping and procurement management 

issues are open to appeal by the municipalities.   In   such   a case,   the municipality   

shall   submit whatever arguments it has through an official letter to the General 

Director within 10 days of receiving the MDLF initial decision . In his or her turn, he 

will follow up their appeal with the IDTA department manager and the GDO. 

Appeals are settled by a committee formed by the GD, with no further right of 

appeal. The committee will be headed by the GDO and, the TD manager, the IDTA 

department manager in addition to the PD manager) . The GD will send an official 

letter to the municipalities informing them with the result of their appeal and any 

other consequence may result from the revision process. 

2.3.6 The appraisal and approval period shall not exceed four  -six weeks from   the   

date   the   MDLF   receives   a  completed Application.  

2.3.7 A summary of revision, and assessment processes results (CD groups and 

procurement responsibility) shall be published on the MDLF's website.  

2.3.8 Municipalities whom are selected to manage the procurement process by themselves 

will be asked to provide the MDLF with a procurement plan (according to the PPM form 

(TOM-F-04) from the technical operational manual) 

 

2.4 Signing Memorandums of Understanding (MOU), and Grant Implementation 

Agreements (GIA) 

2.4.1 The IDTA department will prepare the MOU (CDM-F-011) documents for all 

municipalities whom the MDLF will manage the procurement process on their behalf of them. 

2.4.2 The IDTA department will prepare the GIA documents for all municipalities who will 

manage the procurement process by their own (The GIA is similar to that used in the technical 

operations manual). 

2.4.2 IDTA department manager –in coordination with the Public Relation officer- 

coordinates MOUs, and GIAs ceremonies for each group of municipalities. (Either in the 

MDLF offices or in a certain appropriate selected place) 

2.4.3 The signing ceremonies must be attended by each municipality mayor and MDLF GD 

(and BOD chairman if possible). 

2.4.4 An official letter has to be sent to each (MOU – GIA Signing Ceremony Invitation 

Letter (CDM-F-07) municipality informing them with the date, time and place of the signing 

ceremony and requesting the attendance of the mayor bringing with him official stamps of the 

municipality.  

2.4.5 Two copies of the MOU or GIA must be prepared and signed. One copy for the 

municipality and the second copy to be archived in the procurement department files. 

2.4.6 The GIA must be attached with an approved PPM. 
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 Phase Three: Procurement Phase  
 

Note: Eligible expenditure under the technical assistance packages may by goods or 

consultants services. This Phase will take approximately one month 

 

3.1 Procurement Process by the Municipalities 

 

3.1.1 The IDTA department will coordinate with the PD for determining the following: 

 Relevant Procurement Method 

 Evaluation criterion 

 Preparing a package containing any documents or forms (according to the MDLF 

procurement manual) which may help municipalities in the procurement process. 

 

3.1.2 The IDTA department manager will prepare a letter to be send to the municipalities 

attached with the related package of documents. The letter shall be reviewed by the GDO and 

signed by the GD 

3.1.3 The IDTA Department will take the responsibility to send the packages and signed 

letters to the municipalities (which are selected to manage the procurement process by 

themselves.) 

3.1.4 MDLF may request the service of LTC to help municipalities in the procurement 

process. 

3.1.5 Contracting shall be used to the greatest extent practicable in projects financed   by   

the   MDLF   funds. Procurement methods and their applicability limits/thresholds are 

explained thoroughly in the MDLF Procurement Manual.   

3.1.6 The IDTA Department may participate in any tender opening and evaluation session 

conducted by the municipality and must participate in a sample (at least 20%) of such events 

as a witness. 

3.1.7 The municipality shall prepare a Tender evaluation report endorsed by the 

procurement committee and submit it to the IDTA department for review attached with 

Request for MDLF’s No Objection to Award (if requested and according to the instructions 

of the procurement manual). The IDTA department may review the Tender opening 

procedures and may investigate any aspect of the Tender and the award, including but not 

limited to the consultant/provider qualifications and history. 

3.1.8 The IDTA department (in coordination with the Procurement Department) recommend 

that the MDLF issue a No Objection to Award (according to the procurement manual), for 

signing the contract between the municipality and the selected consultant.  

3.1.9 The municipality, after receiving the no objection from the MDLF, will inform the 



30 
 

consultant to execute the contract (or the provider to provide the requested goods) by sending 

Notification of Award. The municipality shall ensure that all contractual conditions for 

executing the contract are met. 

3.1.10 An official contract shall be prepared and signed between the municipality and the 

selected consultant/provider. 

3.1.11 Three original copies of the contract shall be executed, and they shall be retained by 

the consultant, the municipality, and the MDLF. 

 

3.2 Procurement Process by MDLF 

 

3.2.1 The IDTA department will coordinate with the PD for determining the following: 

 Relevant Procurement Method 

 Evaluation criterion 

 Any other issues concerning the procurement process 

3.2.2 The IDTA department manager will prepare a procurement process initiation cover 

letter asking the procurement department to start the procurement process. The letter shall be 

reviewed by the GDO and approved by the GD. 

3.2.3  The procurement department will manage the procurement process according the 

procurement manual. 

3.2.4 Once the procurement department receives the procurement process initiation cover 

letter from IDTA department to start the procurement process, the PD shall start the 

procurement process according to the instructions of the procurement manual.  

3.2.5 The GD will form a committee to evaluate the proposals / EoI / offers and send a 

committee formation letter to the PD and a copy to each  member of the committee.  

3.2.6  The Evaluation committee will open and evaluate the proposals / offers and select the 

best responsive one.  (For further details, refer to the procurement manual) 

3.2.7 The committee shall prepare an evaluation report signed by the committee members 

and submit it to the GDO for review. 

3.2.8 The GDO will forward the evaluation report to GD for final approval.  

3.2.9 If requested, the MDLF will coordinate with the corresponding donor to issue a No 

Objection to Award (according to the Procurement Manual instructions) 

3.2.10 The IDTA department, after receiving the final decision of the GD (and the no 

objection from donors if requested), will inform the consultant to execute the contract  (or 

provider to provide goods) By sending Notification of Award. The IDTA department shall 

ensure that all contractual conditions for executing the contract are met. 

3.2.11 An official contract shall be prepared (by the PD) and signed between the MDLF and 

the winner consultant / provider. 

3.2.12 Two original copies of the contract shall be executed, and they shall be retained by the 

consultant and the MDLF. 
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4.0 Phase Four: Implementation Phase 

 

This Phase will take approximately 8 months 

 

4.1 Implementation by the Municipalities 

 

4.1.1 The municipality will issue an official letter asking the consultant (or provider) 

to start implementation or provision according to signed contract. A copy of this letter 

must be send to MDLF/IDTA. 

4.1.2 The consultant (provider) shall start implementation according to the schedule 

provided in the contract. 

4.1.3 The municipality throughout the implementation phase shall ensure the 

following are done: 

a. Supervision of all quality control, technical, and financial provisions in accordance with 

the contract agreement, the technical requirements, and MDLF/MDP guidelines. 

b. Verification and approval of payments requested by the consultant (provider). 

c. Preparation of milestones progress reports (connected to consultant payment requests) 

which will be forwarded to the MDLF no later than 15 days from completing the 

milestone.   Such reports shall include: progress of the work against the original working 

schedule, technical and managerial constraints facing the project and the solutions adopted 

to overcome these constraints divergence from MDLF guidelines and justification, 

consultant performance, and payments request submitted by the consultant approved by 

the Municipality. (See the Milestone Progress Report template- Municipalities (CDM-F-

08). 

4.1.4 MDLF may request the assistance of LTC to help municipalities to supervise the 

implementation phase. 

4.1.5 The MDLF will process the payment requests according to the contract 

administration guidelines documented in the procurement manual.  

4.1.6 The MDLF throughout the implementation phase shall monitor the 

implementation and verify the output and the progress of the work to ensure 

compliance with MDLF guidelines and quality control. More specifically, the IDTA 

department staff shall, from time to time and as needed: 

 Oversee the work implementation and solve any arising constraints 

 Ensure the quality control of the implementation and outputs. 

  

4.1.7 The IDTA department  and  the M&E officer (and based on the progress reports 

submitted by municipalities and the follow up, will update the MDLF monitoring 

system to document actual achievement and the percentages of disbursements.  

4.1.8 Within thirty days from contract items completion date, the municipality shall 
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prepare and submit the Assignment final report to the IDTA department. Such a report 

will include and verify the following: 

a) All deliverables  

b) Actual time schedule vs. contract time schedule 

c) Approved time extension 

d) Actual dates of payments to the consultant /provider 

e) Documentation for all quality control measures  

f) Special problems encountered during the implementation  

   (See the Final Report template (CDM-F-09)) 

4.1.9 The municipality shall submit two copies of the final report.  

4.1.10 The final report will be published on the MDLF website.  

4.1.11 At least, the MDLF will summarize the progress of the program cycle semi-

annually and annually and post them on the web and include them in its 

communication campaign material. 

 

 

4.2 Implementation By MDLF 

 

4.2.1 The IDTA department will issue an official letter asking the consultant (or provider) to start 

implementation or provision according to signed contract. 

4.2.2 The consultant/provider shall start the implementation/provision according to 

the schedule provided in the contract. 

4.2.3 The IDTA department throughout the implementation phase shall ensure that 

the following are done: 

a. Supervision of all quality control, technical, and financial provisions in accordance 

with the contract agreement, the technical requirements, and MDP guidelines. 

b. Verification and approval of payments requested by the consultant/provider. 

c. Preparation of milestones progress reports (connected to consultant payment 

requests), the report shall be prepared by the consultant.   Such reports shall include: 

progress of the work against the original working schedule, technical and managerial 

constraints facing implementation and the solutions adopted to overcome these 

constraints, divergence from MDLF guidelines and justification, and payments 

request submitted by the consultant. (See the Milestone Progress Report template- 

MDLF (CDM-F-10). 

4.2.4 The MDLF will process the payment requests according to the contract 

administration guidelines documented in the procurement manual.  

4.2.5 The MDLF throughout the implementation phase shall monitor the work process 

and verify the output and the progress of the work to ensure compliance with MDLF 

guidelines and quality control. More specifically, the IDTA department staff shall, 

from time to time and as needed: 
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a. Conduct selective supervision visits to municipalities  

b. Oversee the work implementation and solve any arising constraints 

c. Ensure the quality control of   implementation and outputs 

          The IDTA department and the monitoring and Evaluation Officer will 

update the Monitoring and Evaluation system to document the achievement and 

the percentages of disbursements.  

4.2.6 Within thirty days from contract items completion date, the IDTA department  

shall prepare project final report. Such a report will include and verify the following:  

a. All deliverables of the project 

c. Approved variation orders 

d. Actual time schedule vs. contract time schedule 

e. Approved time extension 

f. Actual dates of payments to the consultant 

g. Documentation for all quality control measures; and 

               (See the Project Final Report template (CDM-F-09)) 

4.2.7 The final report will be published on the MDLF website.  

4.2.8 At least, the MDLF will summarize the progress of the program cycle semi-

annually and annually and post them on the web and include them in its 

communication campaign material. 

 

 

5.0  Phase Five: Closure / Evaluation Phase 

 

5.1 Upon completion of each cycle of CD window, the IDTA department in 

coordination with M&E staff will conduct an overall evaluation for the cycle. 

The purposes of such evaluation  will be to: 

a. Evaluate the outputs against its objectives 

b. Verifying that the project is consistent with the support program indicators. 

c. Meet with the benefitted municipalities; if necessary. 

 

5.2 A copy of the project evaluation report shall be sent to the GDO for revision

  and approval.  

5.3 Annually, the MDLF will summarize all evaluation 

   reports and post the results on its Website. 

5.4 This Phase will take approximately one month 
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PREFACE 

 
This Procurement Manual (Manual) outlines the procedures to be used by the Palestinian 

Local Government Units (LGUs) and the Municipal Development and Lending Fund 

(MDLF) for procuring Goods, Works, Consulting and Non-Consulting Services under 

projects implemented/administered by MDLF and funded by the World Bank, AFD, 

Denmark, KFW, GIZ, BTC, EU, SDC, SIDA, PA, Sweden or any potential donor.   

 

The procedures outlined in this Manual were developed in accordance with the World 

Bank Procurement and Consultants Guidelines, dated January 2011. It was revised in 

October 2011, September 2014, and March 2017 to accommodate comments from the 

Funding Partners. This revision, dated December 2017 incorporates a number of changes 

reflecting the World Bank Procurement Regulations for IPF Borrowers, “Procurement 

Regulations” dated July, 2016.  

 

The PA Public Procurement Law No. 8 of year 2014, which applies to LGUs, entered into 

effect on July 1, 2016. Subject to prior approval by the funding partners, specific 

components of the national procurement system which would be acceptable for use in 

donor-funded project will be identified and integrated in this Manual, as they become 

available.  

 

 

This Procurement Manual consists of two parts: 
 

Part 1: covers the procedural provisions of procuring goods, works, and non-consulting 

services. 

 

Part 2: covers the selection of consultants and the procurement of consultancy services. 
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ABBREVIATIONS 
 
The following Abbreviations are used throughout this document: 
 

AFD Agence Francaise pour Developpement 

BEC Bid Evaluation Committee 

BOS Bid opening sheet 

CQS Selection Based on Consultant Qualification 
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FBS Selection under a Fixed Budget 
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Grant Implementation Agreement 
 

GIZ German Technical Cooperation 
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KfW Kreditanstalt für Wiederaufbau (German Bank for Development) 
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LGCBP Local Government Capacity Building Project  

LOI Letter of Invitation 

LTC Local Technical Consultant 

MDLF Municipal Development and Lending Fund of Palestine 

  

MoLG Ministry of Local Government 
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PM Procurement Manual 

PA Palestinian Authority  

PO Procurement Officials 

PPM Procurement Planning Milestone 

PPP Project Procurement Plan 

QCBS Quality & Cost Based Selection 
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1 Introduction 

 
This Manual has been created to establish the procedures to be followed and the matters 
incidental thereto; and is intended to provide straightforward, but detailed guidance on 
the individual stages of the procurement process to be followed when conducting 
procurement for projects implemented by MDLF.  
The MDLF is responsible for carrying out procurement activities financed by the Funding 
Partners (FPs) in accordance with this Manual. This includes planning, strategizing, 
seeking and evaluating Applications/Quotations/Bids/Proposals, and awarding and 
managing contracts. The MDLF shall retain all Procurement Documents and records of 
procurements financed by the FPs, as required in the signed financing agreements.  
 
The manual is designed to be simple to use, by breaking the overall procurement 
process down into a series of individual stages. This has been done to: 
 

a) provide working procedures to implement procurement in accordance with the 
agreements between the Palestinian Authority and the donors, while complying 
with the basic legal requirement in the Palestinian territories; 

 
b) promote efficiency, economy and the attainment of value for money while 

promoting transparency and accountability in public procurement; 
 

c) provide uniform procedures for application by all implementing agencies; 
 

d) ensure equal treatment, and free and fair competition among all Persons wishing 
to participate in such Procurement; and 

 
e) provide standard procedures, against which procurement activities can be 

monitored, reported and audited. 
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2 Definitions  

 
In this Manual, unless there is anything contrary to the subject or context- 
 

(1) "Adjudicator" is the expert appointed jointly by the Procuring Entity  and the 
Contractor,  Supplier or Consultant to resolve disputes in the first instance; 

(2) "Advertisement" means an advertisement published in newspapers, websites or 
any other mass media for the purposes of wide publicity; 

(3) "Applicant" means a Person who seeks be short-listed in response to a request 
for Expression of Interest; 

(4) "Approval Procedures" means the approval procedures of a Bid, Request for   
Quotations or a Proposal; 

(5) "Approving Authority" means the authority which, in accordance with the 
Delegation of Financial Powers, approves the award of contract for the 
Procurement of Goods, Works or Services; 

(6) "Bid or Proposal", depending on the context, means a Bid or a Proposal 
submitted by a Bidder or a Consultant for delivery of Goods, Works or Services to 
a Procuring Entity in response to an Invitation for Bid or a Request for Proposal; 
and for the purposes of this Manual, Bid also includes quotation; 

(7) "Bid Document or Request for Proposal Document", means the Document 
provided by a Procuring Entity to a Bidder or a Consultant as a basis for 
preparation of its Bid or Proposal; 

(8) "Bidder" means a Person who submits a Bid 

(9) "Code of Ethics" means the set of conditions and provisions which a Person 
shall abide while participating in public Procurement; 

(10) "Completion Date" is the date of completion of the Works as certified by the 
Project Manager; 

(11) "Conflict of Interest" means any situation where personal or business interests 
of any Person in a public Procurement transaction would adversely  affect the 
interest of a Procuring Entity in achieving economy, efficiency, transparency, 
fairness and equal treatment of Bids or Proposals; 

(12) "Consultant" means a Person under contract with a Procuring Entity for  
providing intellectual and professional services;  

(13) "Contractor" means a Person under contract with a Procuring Entity for the  
execution of any Works; 

(14) "Contract Price" is the price stated in the Notification of Award and thereafter as 
adjusted in accordance with the provisions of the Contract; 

(15) “Contracting Officer” is either the LGU technical staff or the outside consultant 
who is responsible of preparing the bid package and technical documentation; 

(16) "Days" means calendar days unless otherwise specified as working days; 

(17) "Dayworks" means work carried out following the instructions of the Procuring 
Entity or the authorized project manager and is paid for on the basis of time spent 
by the Contractor’s workers and  equipment at the rates specified in the Bill of 
Quantities (BOQ),  in addition to payments for associated Materials and Plant; 



 

 
April 2018 
  11 

 .  

(18) “Business day” –a business day is any that is an official working day of the 

Procuring Entity- it excludes the Procuring Entity’s official public holidays 

(19) "Defect" is any part of the Works not completed in accordance with the Contract; 

(20) "Defects Correction Certificate" is the certificate issued by Project Manager 
upon correction of defects by the Contractor; 

(21) "Defects Liability Period" is the period named in the Contract and calculated 
from the Completion Date; 

(22) "Evaluation Committee" means a Bid or a Proposal Evaluation Committee; 

(23) "Evaluation Report" means the report prepared after the evaluation of Bids, 
Quotations, Expressions of Interest or Proposals; 

(24) "Force Majeure" means an event or situation beyond the control of the 
Contractor,   a Supplier or Consultant that is not foreseeable, is unavoidable, and 
its origins not due to negligence or lack of care on the part of the Contractor; such 
events may include, but not be limited to wars or revolutions, fires, floods, 
epidemics, quarantine restrictions, and freight embargoes; 

(25) "Form"or"Format" means a form or a format appended to this Operations 
Manual and to the standard Documents issued there under; 

(26) "Framework Agreement"  means a contract, effective for a given period of time, 
between one or more Procuring Entities and one or more Suppliers, establishing 
the terms governing the Procurement of Goods,  with regard to price, and, where 
appropriate, the quantity or quantities envisaged; 

(27) "Goods" means raw materials, products and equipment and objects in solid, 
liquid or gaseous form, electricity, and related Services if the value of such 
Services does not exceed that of the Goods themselves; 

(28) "Intellectual and Professional Services" means Services performed by 
Consultants with outputs of advisory, design, supervision or transfer of a know-
how nature; 

(29) "Intended Completion Date" is the date on which it is intended that the 
Contractor shall complete the Works as specified in the Contract and may be 
revised only by the Project Manager by issuing an extension of time or an 
acceleration order; 

(30) "in writing" means communication written by hand or machine duly signed and 
includes properly authenticated messages by facsimile or electronic mail; 

(31) “LTC engineer” means  the engineer assigned by the Local Technical Consultant 
to provide technical assistance to the LGU and supervision of the project; 

(32) “MDLF Officer” means the MDLF area engineer/CB specialist who is responsible 
to deal with Municipalities covered by his/her responsibility region; 

(33) "Opening Committee" means a Bid Opening Committee (BOC) or a Proposal 
opening committee (POC); 

(34) "Person" means and includes an individual, body of individuals, sole 
proprietorship, partnership, company, association or cooperative society that 
wishes to participate in Procurement proceedings; 

(35) "Physical Services" means the following services with measurable outputs, 
either- 
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(a) linked to the supply of Goods or execution of Works such as operation 
and maintenance of facilities or plant, surveys, exploratory drilling, or 

(b) stand-alone service type contracts such as security services, catering 
Services, geological Services or third party Services; 

(35) "Post-Qualification" means a procedure for demonstrating qualifications as a 
pre-condition for being awarded a contract; 

(36) "Procurement" means the purchasing or hiring of Goods, or acquisition of 
Goods through purchasing and hiring, and the execution of Works and 
performance of Services by any contractual means; 

(37) "Procuring Entity" means a Procuring Entity having administrative and financial 
powers to undertake Procurement of Goods, Works or Services using public 
funds such as LGU or the MDLF; 

(38) “Procurement Official” means anyone involved in the procurement process, 
including personnel from the Municipalities, PNA ministries and consultants.  

(39) "Project Manager" is the person named in the Contract or any other competent 
person appointed by the Procuring Entity  and notified to the Contractor who is 
responsible for supervising the execution of the Works and administering the 
Contract; 

(40) "Provisional sums"   means   amounts of money specified by the Procuring 
Entity in the Bill of Quantities which shall be used, at its discretion, for payments 
to nominated Subcontractors and other purposes detailed in the Bid Documents; 

(41) "Public funds" means any funds allocated to a Procuring Entity under 
Government budget, or loan, grants and credits placed at the disposal of a 
Procuring Entity by the donor states or organizations 

(42) "Public Procurement” means Procurement using public funds;  

(43) “Quality” means quality of Goods, Works or Services; 

(44) "Quotation" means the priced offer in writing received from Bidders for the 
Procurement of readily available standardized Goods, Works or physical Services 
subject to the threshold value as prescribed by this Procurement Manual; 

(45) "Related Services" means Services linked to the supply of Goods contracts; 

(46) "Responsive" means qualified for consideration on the basis of evaluation 
criteria so declared and specified in the Bid Document or in the request for 
Proposal Document; 

(47) "Review Panel" means a panel comprised of specialists to review complaints 
submitted by a Person; 

(48) "Services" means goods related Services, physical Services, or intellectual and 
professional Services; 

(49) "Short-list" means a list of Applicants deemed suitable to be invited to submit 
Proposals for intellectual and professional Services following the evaluation of 
Expressions of Interest; 

(50) "Subcontractor" is a person or corporate body who has a Contract with the 
Contractor to carry out a part of the work in the Contract, which includes work on 
the Site; 

(51) "Supplier" means a Person under contract with a Procuring Entity for the supply 
of Goods and related Services; 
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(52) "Works" means all Works associated with the construction, reconstruction, site 
preparation, demolition, repair, maintenance or renovation of railways, roads, 
highways or a building, an infrastructure or structure or an installation or any 
construction work relating to excavation, installation of equipment and materials, 
decoration, as well as physical Services ancillary to Works, if the value of those 
Services does not exceed that of the Works themselves. 
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3  GENERAL CONSIDERATIONS  

 

3.1  PROCUREMENT AT LGU LEVEL FOR SUB-PROJECTS ...................................................................... 14 
3.2 PROCUREMENT   AT CENTRAL LEVEL ........................................................................................... 14 
3.3  PRIOR AND POST REVIEW ............................................................................................................. 15 

3.4  THRESHOLDS FOR PROCUREMENT METHODS AND PRIOR REVIEW………………………………15 

3.5 DOCUMENTATION NEEDED FOR PRIOR REVIEW ............................................................................ 16 
 

 

3.1 PROCUREMENT AT LGU LEVEL FOR SUB-PROJECT 

(1) MDLF allocates grants to LGUs for capital investments or operating expenditures 
for service provision. Examples of eligible expenses include maintaining public 
health services such as cost of cleaning and maintaining public land, facilities and 
assets, water purification and pest control; cost of solid waste collection and 
disposal; cost of maintaining and operating municipal service vehicles, road 
maintenance, electricity, and water supply and wastewater services etc). This can 
also include fees for temporary workers.  

(2) Procurement activities under the sub-projects will be implemented by participating 
LGUs with the assistance of LTCs to be recruited by MDLF through a competitive 
process.  The LTCs would work at the LGUs’ level to strengthen their technical 
and fiduciary skills and assist them to implement local demand-driven activities 
including procurement. MDLF, through its Technical staff, will oversee and 
monitor the LTCs’ work and ensure that they are carrying out the fiduciary 
oversight according to agreed-upon procedures.    

 
(3) Upon approval of sub-projects under the Municipal Assistance Programs, MDLF 

will sign a Grant Implementation Agreement (GIA) with each beneficiary LGU 
specifying the different arrangements including procurement for the 
implementation of sub-project. 
 

(4) The execution of the procurement process will be the direct responsibility of the 
LGU which will be in charge of: 
(a) Advertising specific notices;  
(b) Preparing TORs and bidding documents;  
(c) Selecting contractors, suppliers and service providers; and   
(d) Awarding and signing contracts with the successful service providers, 

contractors and suppliers 

3.2 PROCUREMENT AT CENTRAL LEVEL (MDLF) - LEVEL 

Procurement of goods, works, consulting and non-consulting services following any 
signed agreement might be executed directly by the MDLF at the central level. The 
MDLF will follow the procedures detailed in this PM for performing procurement at the 
central level. Managing the procurement activities to be implemented under these 
agreements will include inter-alia:  

(a) preparing the initial procurement plan for each program/project;  
(b) preparing all bidding documents, requests for proposals, evaluation of bids 

and proposals and  contracts award and management. 
 
Procurement of goods and consultants’ services will be conducted by MDLF and by 
LGUs in case they have the capacity as determined by the Municipal Development and 
Lending Fund. 
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3.3 PRIOR AND POST REVIEW  

 
(1) Mandatory thresholds for prior review are set in this Manual; the concerned 

Funding Partner carries out prior reviews of procurement activities that are of high 
value and/or high risk to determine whether the procurement is carried out in 
accordance with the requirements of the Legal Agreement.  

 

(2) The Funding Partners carry out post reviews of procurement activities undertaken 
by the MDLF to determine whether they comply with the requirements of the 
signed agreements.  

 

(3) Whether a procurement is subject to prior or post review is determined on the 
basis of threshold limits specified in Table 1 of this Manual  

 

(4) The requirement for a prior or post review shall be specified in the Procurement 
Plan.  

 

(5) For contracts subject to prior review to be awarded using Direct Selection, MDLF 
shall submit to the concerned Funding Partner, for its review and no objection, a 
sufficiently detailed justification, prior to inviting the firm to negotiations.  

 

3.4 THRESHOLDS FOR PROCUREMENT METHODS AND PRIOR REVIEW 

 

(1) The thresholds for the different procurement and consultant selection methods to 
be followed under the MDP are defined in Table 1. The values of these 
thresholds were developed taking into consideration the following: 

 Donors requirements and limitations; 
 MDP 1st   and 2nd  cycle experience; 
 EMSP/EMSRP1+2 experience;  
 MDLF General experience in handling procurement  
 The capacity of most Palestinian municipalities; 
 Relatively small in value and simple in nature; and  
 PA existing procurement regulations.    

 

(2) Table 1 specifies the Funding Partners’ prior review requirements for contracts 
financed out their respective funds, to be procured by the MDLF and participating 
municipalities. All other contracts shall be subject to post review by the World 
Bank or the respective funding partner as the case may be. 

(3) For those contracts subject to prior review, Municipalities would request a “no 
objection” through MDLF on the relevant procurement decisions. MDLF will 
conduct regular prior review of contracts implemented by the participating 
municipalities that are not subject to prior review by the Funding Partners. 

 

(4)  The sub-project procurement plan, to be prepared by each municipality and 
approved by the MDLF, will specify the contracts of each procurement methods 
that will be subject to prior review by the MDLF. 

 
(5)  
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3.5 DOCUMENTATION NEEDED FOR PRIOR REVIEW 

 

(6) Prior to publication or invitation for bids, the following documents are to be 
submitted to the FP  for comments: 

- Invitation to tender 

- Selection criteria for qualification (in detailed form) 

- Tender documents, including specimen contract and any amendments to them 

- Draft notice specifying the fees for the purchase of the Bidding documents and their 
utilization, as well as list of the media in which the notice is to be published. 

(7) Prior to the award of the contract, the following documents are to be submitted to 
the FP for comment: 

- The signed record of the bid opening 

- The Bid/Proposal evaluation report and recommendations for contract award, 
including documents demonstrating that any procurement complaints have been 
addressed to the satisfaction of the FP.  

- The recommendation on the award 

- The certificate or opinion of the LTC- consultant on the recommendation of the 
award, if applicable 

- If applicable, an explanation why the binding period could not be observed in the 
case of any delays; 

- The first request by the MDLF to Bidders/Proposers to extend the Bid/Proposal validity 

period, if it is longer than four (4) weeks, and all subsequent requests for extension, 

irrespective of the period;  
- All requests for cancellation of a procurement process and/or rebidding/re-invitation of 

Proposals;  

- If, after the Donor’s prior review and no-objection, analysis of a complaint leads the 

MDLF to change its contract award recommendation, it submits for the FP’s no-objection 

the reasons for that decision and a revised evaluation report;  
- If the procurement process involves negotiations between the Procuring Entity and 

Bidder/Proposer/Consultant, the minutes of negotiations and the draft Negotiated 

contract. 

- All or specific bids as may be requested by the FP. 
 

(8) After the contract is  awarded , the following documents are to be submitted to 
the FP : 

 

- One conformed copy of the contract, and of the advance payment security and the 

performance security if they were requested, shall be furnished to the concerned FP 

promptly after its signing and prior to the making of the first payment;  

 

- The terms and conditions of a contract shall not, without the FP’s prior review and no 

objection, materially differ from those on which Bids/ Proposals were requested or 

Prequalification, if any, was invited;  
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Table 2: Thresholds in US$ for procurement methods and prior review by the Funding 
Partners   

 

Note: to determine the applicability limits of the threshold table for contracts in EURO, 
MDLF will convert the initial estimated cost in the Procurement Plan to US$ calculated at 
the date of the advertisement based on the exchange rate published by the Palestinian 
Monetary Authority. The PP will be reviewed and the procurement method and/or 
prior/post review status will be modified, if necessary  

Expenditure Category Contract Value 

Threshold (US$) 

Procurement 

Method 

FP’s Prior Review  (US$) 

1. Works(including 

turnkey, supply & 

installation of plant and 

equipment, and PPP) 

> 5,000,000 

 

 

<= 5,000,000 

 

 

<= 200,000 

 

 

 

No threshold 

 

ICB 

 

 

NCB 

 

 

 

Shopping 

 

 

 

Direct Selection 

 

All contract > 15 million 

None  

 

 

None  

 

 

 

All contract > 15 million 

2. Goods Information 

Technology and Non-

Consulting Services 

> 500,000 

 

 

 

<= 500,000 

 

 

 

<= 100,000 

 

 

No threshold 

 

ICB 

 

 

 

NCB 

 

 

 

 

Shopping 

 

 

Direct contracting 

All contracts > 4 million 

 

None  

 

 

 

 

None  

 

 

All contract > 4 million 

3. Consulting Services  

 

 

 

Firms 

 

 

 

 

 

 

 

No threshold 

 

 

 

 

 

<=200,000 

 

 

<= 100,000 

 

 

No threshold 

QCBS/QBS 

 

 

 

 

 

CQS 

 

 

LCS 

 

 

SSS 

All contracts  for each of 

these two methods  > 2 

million 

 

 

 

None  

 

 

None  

 

 

 All contract > 2 million 

 

Individuals 

 

 IC 

 

 

SSS 

All contracts 

above US$ 400,000 

 

 All contract > 400k 
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4 Responsibilities 

 
4.1 MDLF RESPONSIBILITIES ............................................................................................................ 18 
4.2 LGUS’ RESPONSIBILITIES ............................................................................................................ 18 
4.3 LOCAL TECHNICAL CONSULTANT’S RESPONSIBILITY .................................................................. 19 
4.4 SELECTING THE PROCUREMENT OFFICIALS ................................................................................. 20 

 

4.1 MDLF Responsibilities 

 
(1) The MDLF will have a considerable role in the procurement process by ensuring 

that the process is conducted with the utmost transparency and that it complies 
with this procurement manual. 

(2) The MDLF will assist the LGUs in preparing a project procurement plan (PPP) to 
simplify and control the procurement process. Moreover, the MDLF will request 
the LGUs to ask for no objection before conducting certain steps in the 
procurement process conducted by them, especially the contract award.  

(3) The MDLF will conduct regular prior reviews of the procurement process to 
ensure conformance with the Operational Manual and to demonstrate, to the 
donor community, the integrity of the system.  

(4) The MDLF will oversee and monitor the LTCs and ensure that they are carrying 
out the fiduciary oversight according to the agreed-upon procurement 
arrangements and procedures.   

(5) Depending on the nature of the signed agreement between the Funding Partner 
and the PA, the MDLF will procure all goods, works, consulting and non-
consulting services, unless it delegates the authority to the LGU. 

 

(6) The MDLF will maintain adequate documentation of the procurement process in 
project file for Funding Partners’ ex-post review as the case may be. 

4.2 Local Government Units (LGUs’) Responsibilities 

 
(1) Throughout the procurement process, it is expected that the LGUs will work 

closely with the MDLF. The LGUs will provide necessary documentation of each 
key procurement step to MDLF for its review and clearance. 

(2) The LGU shall not proceed further with procurement implementation until MDLF 
has provided clearance. Therefore, under guidance and supervision of the MDLF 
the LGU, assisted by the LTCs, will be responsible for: 

(a)   Preparing procurement plans for review and approval by the MDLF; 
(b)   Preparing bidding/quotations/proposals documents; 
(c)   Providing MDLF with a copy of bidding/quotations/proposals documents for   

its review and approval; 
(d)   Advertising for bids, soliciting quotations and inviting proposals; 
(e)   Receiving, opening and evaluating bids/quotations/proposals; 
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(f)   Providing MDLF with a copy of the evaluation report for its review and 
approval; 

(g)  Awarding contracts and issuing purchase orders; 
(h)  Supervising contract implementation and ensuring works are being 

implemented according to contract documents: 
(i)   Receiving supplied goods and ensuring that it is the right quantity, of right 

quality and is delivered to the correct location; 
(j)   Receiving, reviewing and approving payments for contractors, suppliers 

and consultants including variation orders and extensions of time; 
(k)  Evaluating contracts at completion; 
(l)   Preparing progress reports; and 
(m)  Maintaining adequate documentation of the procurement process in project 

file for FP’s ex-post review. 

(3) The Project Procurement Plan, to be prepared by each LGU and approved by the 
MDLF, will specify the contracts of each procurement method that will be subject 
to prior review by the Municipal Development and Lending Fund. 

(4) LGUs will formulate their own procurement committee, the bid opening committee 
(BOC) and the Bid evaluation committee (BEC)as stipulated in this manual. 

 

4.3 Local Technical Consultant’s Responsibility 

 
(1) Local Technical Consultants (LTC), hired by the MDLF, will provide technical 

assistance to the municipalities throughout the procurement process and  in the 

preparation of the Procurement Plan and designate a number of its engineers to 

follow up the procurement process performed by Municipalities. 

(2) Local Technical Consultants (LTCs) will perform monitoring and evaluation tasks 

relating to the activities supported under the project, such as - 

(a) procurement of equipment and works,  
(b) contracting, supervising of infrastructure works,  
(c) and supervising consultancy services and technical assistance, and 
(d)  documentation and reporting on progress of the Grant Implementation 

Agreement, including on Monitoring and Evaluation of indicators included in 
the GIA.  
 

(3) The LTCs will assist municipalities in the entire procurement process including - 

 
(a) Review of design, cost estimate, specifications;  
(b) Preparation of bidding documents;  
(c) Invitation to bid,  
(d) Assist in Bid opening and evaluation. However, the LTC can be a member of 

the procurement (opening and evaluation) committees, where approved by 
MDLF under duly justified circumstances   

(e) Award of contracts; and  
(f) Contract management and inspection of goods and works.  
 

(4) The LTCs will be responsible for ensuring that sub-projects contracting carried 
out by participating LGUs follows the procurement arrangements detailed in this 
Manual.  The responsibilities would include:  



 

 
April 2018 
  20 

(a) Providing training for participating municipalities to ensure the good 
understanding of the program cycle, the sub-projects’ procurement and 
PP process by all parties;  

(b)      Assisting the different levels at each step of the procurement process, such 
as: planning procurement activities, preparing bidding documents, 
launching the procurement processes, evaluating bids, awarding and 
managing contracts, and maintaining adequate filing of the program's 
procurement documents;  

(c)  Assisting in dealing with complaints and litigations;  
(d)  Assisting in assessing work done by service providers; and 
(e) reporting to MDLF on the review of the procurement process at LGUs and 

advising on timely corrective measures, if any, to be taken to avoid flawed 
procurement decisions.  

 
(5) In certain cases, the LTC will be supported by the recommendations and 

decisions of the MDLF senior procurement officer, who will be monitoring 

procurements done or controlled by the MDLF. Each officer will be responsible for 

following up the procurement conducted by LGUs. 

(6) The LTCs will prepare monthly progress reports and submit to MDLF to report on 

their activities and findings.  

 

4.4 Selecting the Procurement committees 

 
(1) Bid Opening Committee will be formed1 in each LGU in accordance with a 

council decision and as stated in the Palestinian Municipal Law. The main 
functions of the Committee are to receive and open bids according to the MDLF 
Procurement Manual and shall not be involved in the Bid evaluation. 

(2) This committee shall consist of:  

a) The mayor or a council member authorized by him (acting as a head to this 
committee);  

b) A council member;  
c) A key staff member from the LGU[Procurement officer, engineer or 

accountant]; 
d) The MDLF officer who may attend in an optional and selective manner as 

an observer to check on the compliance with the MDLF procurement 
guidelines.  

e) In Area C in case the LGU does not have the sufficient number of bid opening 

members, the LGU can request the approval of MDLF to allow the participation of 

the LTC in the bid opening process. 

f) A representative from the MOLG regional office may attend as an 
observer. 

g) A staff member from the Ministry of Finance MOF may attend as an 
observer. 

 
(3) Bid Evaluation Committee (BEC) should be formed of three (3) to five (5) 

members depending on the size of the Procurement to evaluate and analyze 

                                                
1
Many municipalities have already established these committees as it is required by the Local 

Governments   law. These committees may be reconsidered if necessary.  
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bids, assign technical committees if necessary, report on bid’s evaluation results 
and conclude the evaluation result. 

(4) The Evaluation Committee members may be selected from - 

a) Procurement officers of the concerned unit of the Municipality, namely 
Finance, Commercial and Technical Units; and  

b) officers experienced in technical, commercial, financial or legal matters.  
 

c) In Area C in case the LGU does not have technical qualified personnel to 

participate in the bid evaluation, the LGU can request the approval of MDLF to 

allow the participation of the LTC in the bid evaluation process. 

 
 
(5) The Evaluation Committee shall be chaired by an officer below the head of the 

Procuring Entity. 

(6) If Bids are received from Bidders with whom any member of the BEC has business 
or other close links, such member(s) shall be replaced. 

(7) If, at any time during the conduct of procurement, a situation arises that may present 
a conflict of interest or the appearance of a conflict of interest, the responsible 
procurement official must be removed from that particular procurement and must be 
treated according to the applicable laws. A file should be documented accordingly. 

Figure.1below summarizes the procurement process as it will be conducted by the LGU 
and emphasizes the control points as done by the MDLF.  

 

  



 

 
April 2018 
  22 

 
 
 
Figure 1: procurement responsibilities and control points done by MDLF. 
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Contract 

LGU administrates 
the Contract 
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stage approval 

LGU prepares the 
procurement plan 

LGU prepares the bid 
package (tech. specs & 

drawings) 

 

LGU gets the MDLF 
“no objection” 

In order to start the procurement 

process the LGU must get the MDLF 
approval to fund its project 

This shall come after the LGU has 
identified its needs, established cost 
estimates, decided on procurement 
methods, decided on appropriate 
contract. The LGU may seek 
assistance from The LTC. 

In order to sign GIA between MDLF 
& LGU , the LGU should finalize the 
procurement plan, technical design 
of its project and prepares the bid 
package ensuring that the later are 
within the limitations listed for the 
application form, i.e. there is no 
significant change in project scope, 
project size, duration, …etc.    

Following the selection of the most 
qualified responsive bidder and prior 
the awarding the contract, the LGU 
must secure the MDLF “no objection” 
for the contract award. In certain 
cases donor no objection is needed.   

The LGU issues bidding 
documents to eligible contractors. 

The MDLF may choose to 
oversee the bid opening and bid 
evaluation on site. 
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5 Procurement Planning 

5.1 SELECTION OF PROCUREMENT METHODS AND DEFINING THE PROCUREMENT PLANNING  STRATEGY

 …………………………………………………………………………………………………...23 
5.2 PREPARATION OF PROCUREMENT PLAN ....................................................................................... 24 
5.3 PACKAGING OF PROCUREMENT OBJECTS ..................................................................................... 24 
5.4 SELECTION OF CONTRACT TYPE .................................................................................................. 25 

5.1 Selection of Procurement methods and defining the procurement 

planning strategy2 

 
(1) The Procuring Entity shall fully review the proposed Procurement activities and 

objects to decide on the packaging and the Procurement methods to be used 
considering the nature and size of the Procurement.  

 
(2) The objective in contract packaging is to group the procurement requirements in 

such a way as to ensure economy and efficiency in processing and the delivery of 
the “right” goods and services at the “right” time for the project. 

 
(3) The Procuring Entity  shall take into account the following when determining the 

method of Procurement and assembling of Goods packages:    

(a)  type of goods to be procured; 

(b)  approved estimated cost;  

(c) availability of the Goods in the local market; 

(d) quality, sources and make of the Goods  available in the local market; 

(e) price levels of the designated Goods;  

(f) capacity of local Suppliers to supply the required quantities; 

(g) capacity of the national industry and quality of its products; 

(h) market conditions and expected competition; 

(i) urgency of the Procurement;  

(j) capacity of beneficiary stores and proposed terms of delivery schedule; 

(k) assessment of risks related to their supply in the local and international 
markets.  

 
(4) The Procuring Entity shall be very careful in preparing the packages and shall not 

compile too many items in one package or lot which may reduce the number of 
potential Suppliers. 

 
(5) The Procuring Entity shall only assemble items in a lot that are normally supplied 

by the same range of Suppliers. 
 
(6) For certain supplies it may be advisable to invite Bids on item-by-item basis. 
 

                                                
2
 In the procurement plan strategy, the LGU shall identify its needs, establish cost estimate, 

decide on procurement method, decide on the appropriate contract and develop its procurement 
plan 
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(7) In the case of Works, the  Procuring Entity  should consider the following  when 
determining the method of Procurement – 

(a) approved estimated cost; 

(b) conditions of the contracting industry; 

(c) capacity of local Contractors; 

(d) expected competition; 

(e) geographic location; 

(f) intended date of completion; and 

(g) other related issues.  

5.2 Preparation of Procurement Plan 

(1) The Procuring Entity shall develop a procurement plan that outlines the most 
effective way to implement each project (See Appendix 1 for the preparation of 
the PP and a sample PP) and attach the same with the Project Proposal. 

(2) The Procurement Plan shall include all proposed procurement objects, 
irrespective of value or methods, classified by category “such as Goods, Works, 
Non-consulting Services and consultancy Services". 
 

(3) The PP will be updated annually or as required to reflect actual program/project 
implementation needs and the improvement in institutional capacity. 

 
(4) At the beginning of each financial year a Procuring Entity shall update its budget 

and reflect the balance in the Procurement Plan. 
 
(5) Formats for preparation of Procurement Plan are appended to this manual.  
 
(6) The Procuring Entity shall update the Procurement Plan of the sub- grant on a 

quarterly basis to accommodate delays, re-tendering and other unforeseen 
changes or constraints.  

 
(7) The Procuring Entity shall keep the MDLF posted online or off-line with the 

updated Procurement Plan. 
 

(8) The PP for contracts to be funded or managed by the World Bank shall be 
entered into STEP system 

 

5.3 Packaging of Procurement objects 

 
(1) The Procuring Entity shall not generally divide Project components into small 

packages of lower value when preparing its Procurement Plan solely with the 
intention of avoiding either a particular Procurement method.  

 
(2) The Procuring Entity shall not usually split a package as approved in the Total 

Procurement Plan into more than five (5) lots in order to make Application of the 
provisions of cross-discounts simple during evaluation. 

 
(3)  Procuring Entity may decide to use Framework Contracts for repetitive supplies 

and may decide to go for Bids on lot-by- lot or item-by-item basis if this proves to 
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be advantageous. 
 
(4) The procurement officer shall take into account the following aspects for splitting 

single objects of Procurement into smaller packages and packages into smaller 
lots -  

(a) the capacity of the local and international markets in submitting 
responsive Bids for packages and lots of the size recommended;  

(b)  with respect to potential Works contracts, the convenience of   
implementation with due regard to geographical location of sites. 

5.4 Selection of Contract Type 

 
(1)  The types of contracts to be used in projects funded by the MDLF are: 

a) For Works Projects:  
i.  Mainly re-measured type contracts with unit rates based on fixed prices 
should be used.  

ii. Lump sum contracts may be used in special circumstances only.  
 

b) For Supplies Projects: fixed price unit rates contract. 
 

(2) The price of a Contract shall be calculated on the basis defined in the ITB which 
may be either a unit price applied to the goods actually delivered or works 
actually executed or services actually performed, or lump-sum price, applied to 
the entire or to a part of the contract, irrespective of the quantities of Goods 
delivered or Works executed or Services actually provided. 

 
(3) The price of a contract shall usually be considered fixed in which case the unit 

prices may not be modified in response to changes in economic or commercial 
conditions except when a Contract for Works has a provision for price 
adjustment.  

 
(4) If the Contract provides for price adjustment, it shall stipulate the conditions, such 

as increases in the cost of materials, labour, and energy, in which price 
adjustment would be permitted, the formulas and indices to be referred to in order 
to determine whether economic or commercial conditions have altered to a 
significant enough degree to justify a price adjustment and to identify the amount 
of increase, the frequency with which price adjustments may be implemented, 
and the procedures to be followed. 
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Table 2: illustrates the process of selecting the preferred contracting method to be 
followed depending on the item to be procured and other factors. 
 
Table 3 How to select contracting methods 

Item 
procured 
is… 

You can specify and 
define… These factors are 

present… 
Example 

Then the 
preferred 
contracting 
method is…. 

The finished 
product 

Quantity 

G
o

o
d

s
 

 

Yes Yes One-time purchase Vehicle, furniture fixed price 

Yes 
No exact 
quantities  

One-time purchase 
Consumable 
goods 

fixed price unit 
rates contracts  

Yes 
No exact 
quantities 

Multiple purchases 
during the year and 
Procuring Entity willing 
to share risks 

construction 
material that may 
be subject to price 
variation 

Frame work 
contracts with 
variable prices 

 Yes 
No exact 
quantities 

Multiple purchases 
during the year and 
Procuring Entity not 

willing to share risks 

Materials with 
minor price 
variation 

Frame work 
contracts with 
fixed prices 

W
o

rk
s
 

 

Yes Yes 

LGU has accurate 
quantities; or 
LGU wishes to limit risk;  
 

Building, bridge, 
sewer line  

Lump-sum, fixed 
price 

Yes 
Yes or 
partially 

LGU willing to take some 
risk to obtain better 
pricing;  
 

Road construction 
or sewer lines 

Re-measurable 
fixed price unit 
rates contracts 
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6 Procurement of goods 

6.1 PROCUREMENT METHODS .......................................................................................................................... 28 

6.2 NATIONAL COMPETITIVE BIDDING (NCB) GOODS ...................................................................... 29 
6.2.1 Preparing the bidding documents ........................................................................................... 30 
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6.2.3 Receiving and opening bids .................................................................................................... 33 
6.2.4 Evaluating the Bids ................................................................................................................. 34 
6.2.5 CLARIFICATION OF BIDS ................................................................................................... 36 
6.2.6 Bid evaluation report .............................................................................................................. 36 
6.2.7 Negotiations and adjusting the scope of procurement ............................................................ 37 

6.3 REQUEST FOR QUOTATIONS METHOD (RFQ)/ SHOPPING OF GOODS .......................................... 38 
6.3.1 Conditions for use ................................................................................................................... 38 
6.3.2 Documentation needed ........................................................................................................... 38 
6.3.3 Soliciting Quotations .............................................................................................................. 39 
6.3.4 Submission of Quotations ....................................................................................................... 39 
6.3.5 Evaluation of Quotations and Issuance of Purchase Order ................................................... 40 

6.4 DIRECT CONTRACTS/PURCHASES ................................................................................................ 40 
 

6.1 Procurement Methods 

 

The following procurement methods shall be used for projects financed by MDLF funds:  

a. International Competitive Bidding (ICB)3 

b. National Competitive Bidding (NCB) 

c. Request for Quotations (RFQ)/ Shopping 

d. Direct procurement and purchase  

 
Table 4: Procurement methods for Goods and their applicability limits 

                                                
3
ICB shall be used when the bid values exceed the thresholds identified in Table 1. In this case, 

standard World Bank procedures and policies shall apply and the bid shall be prepared using the 
World Bank standard Request for Bids (RFB) for  Goods available at: 
http://pubdocs.worldbank.org/en/483691488554783284/SPD-Request-for-Bids-GOODS-1-
envelopeprocess-January2017.docx.  
4
 Subject to justification with respect   to the exceptional cases stated in the PM. 

5
http://pubdocs.worldbank.org/en/483691488554783284/SPD-Request-for-Bids-GOODS-1-

envelopeprocess-January2017.docx 

G
o

o
d

s
 

Contract Limits no threshold * 
<=$100,0

00 

<=500,000 
Over $500,000 

Procurement 
method 

Direct Purchase
4
 RFQ 

 NCB with 
international 
suppliers allowed to 
participate 

International 
Competitive Bidding 
(ICB) 

# of bids or 
Participating 
bidders 

Single bid 
Minimum 3 
quotations 

 
unlimited  unlimited 

Solicitation 
period 

 - 7-14 days 

 
30days minimum 30    

business days  

Bid documents to 
be used 

 Annex 2 

 
WB Request for Bids 
(RFB) for Goods-
Single Envelope, 
January 2017

5
 

WB  Request for 
Bids (RFB) for 
Goods-Single 
Envelope, January 
2017 
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6.2 National Competitive Bidding (NCB) Goods 

(1) National Competitive Bidding is the preferred method for national Procurement and 
shall be used to the greatest extent possible using the following procedure detailed in 
Chapter 6:  
  
a) Government-owned enterprises in the West Bank and Gaza shall be eligible to 

participate in bidding only if they can establish that they are legally and financially 
autonomous, operate under commercial law, and are not a dependent agency of 
the Palestinian Authority. 

b) Foreign bidders shall be eligible to participate under the same conditions as local 
bidders.  In particular, no preference over foreign bidders shall be granted to local 
bidders in bid evaluation. 

c) Invitations to bid shall be advertised on MDLF’s free-access website and for two 
consecutive days  in at least one newspaper of national wide circulation, and 
prospective bidders shall be allowed a minimum of thirty (30) days between the 
date on which the notification appears for the first time and the deadline for bid 
submission.  With the specific approval of the Bank, this minimum period of 30 
days may be reduced to a minimum period of 10 days in the case of emergency 
operations. 

d) Qualification criteria shall be clearly specified in the bidding documents, and all 
criteria so specified, and only criteria so specified, shall be used to determine 
whether a bidder is qualified.  Bids of bidders not meeting such criteria shall be 
rejected as non-qualified.  The fact that a bidder meets or surpasses the specified 
qualification criteria shall not be taken into account in the evaluation of such 
bidder’s bid. 

e) Evaluation criteria shall be clearly specified in the bidding documents, and all 
evaluation criteria other than price shall be quantified in monetary terms.  All 
evaluation criteria so specified, and only criteria so specified, shall be used in bid 
evaluation.  Merit points shall not be used in bid evaluation. 

f) Bids shall be submitted in sealed envelopes and shall be accepted whether 
mailed or hand-carried. 

g) Bids shall be opened in the presence of bidders who wish to attend, and 
immediately after the deadline for bid submission.  Said deadline, and the place 
of bid opening, shall be announced in the invitation to bid.  The name of each 
bidder, and the amount of his bid, shall be read aloud and recorded when opened 
in the minutes of bid opening.  The minutes of bid opening shall be signed by the 
members of the bid opening committee immediately after bid opening. 

h) Bids received after the deadline for bid submission shall be returned to the 
bidders unopened. 

i) A bid containing material deviations from, or reservations to the terms, conditions 
and specifications of the bidding documents shall be rejected as not substantially 
responsive.  A bidder shall not be permitted to withdraw material deviations or 
reservations once bids have been opened. 

j) The bid evaluation shall be carried out in strict adherence to the criteria specified 
in the bidding documents, and the contract shall be awarded to the qualified 
bidder offering the lowest evaluated and substantially responsive bid. 

k) A bidder shall not be required, as a condition for award, to undertake obligations 
not specified in the bidding documents or otherwise to modify his bid as originally 
submitted. 

l) There shall be no post-bidding negotiations with the lowest or any other bidder. 
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m) Until standard bidding documents acceptable to the Funding Partners have been 
introduced by the Recipient, the standard bidding documents of the Bank shall be 
used. 

 

6.2.1 Preparing the bidding documents 

 
(1) The Procuring Entity shall assemble the bid packages based on the contract type 

and procurement method selected. Documents needed for Bids shall be prepared 
by the Procuring Entity following the Bank’s Standard Bidding Documents for 
Goods6and shall contain all the necessary information to enable competition 
among Bidders to take place on neutral and objective terms.  

 
(2) The Bidding Documents for Goods shall, depending on the context, among others 

include -  
(a) instructions for the preparation and submission of a Bid;  
(b) information concerning the date, hour (local time) and location of the receipt 

and Public opening of the Bid(s); 
(c) a Bid Submission Sheet and sample formats for Bid Security; Performance 

Security and manufacturers’ authorization, where applicable; 
(d) the number of copies to be submitted with the original Bid;  
(e) Conditions of Contract, general and special; 
(f) detailed specification of requirements;  
(g) Bid validity  period; 
(h) evaluation criteria of Bids and the way in which those criteria shall be applied; 
(i) bidders’ qualification requirements  
(j) a statement to the effect that the Procuring Entity may reject any or all Bids; 
(k) a provision for holding a Pre-Bid meeting with potential Bidders, where 

appropriate, in order to provide clarifications about the conditions of the Bid 
Documents; 

(l) an indication in the Bid Data Sheet (BDS) as to whom a  bidder shall address 
a complaint; and 

(m) a provision to the effect that a  bidder shall be permitted to modify, substitute 
or withdraw its Bid at any time prior to the deadline for the submission of 
Bids.  

 
(3)  Bidding Documents shall set out clearly -  

(a) the description of the Goods  to be supplied;  

(b) the location of delivery or installation; 

(c) the schedule for delivery and completion;  

(d) the minimum performance requirements;   

(e) the warranty, defects liability and maintenance requirement; 

(f) the Bid currency(ies)and the applicable date of  exchange rate;  

(g) the amount(s) and currency(ies) of Bid security and performance security; 

(h) the terms and methods of payment of the Contract price; 

(i) the minimum insurance coverage;  and 

                                                
6
The Bank’s Request for Bids (RFB) for Goods is available at 

http://pubdocs.worldbank.org/en/483691488554783284/SPD-Request-for-Bids-GOODS-1-
envelopeprocess-January2017. 



 

 
April 2018 
  31 

(j) any other relevant terms and conditions. 
 
(1) Bidding Documents, where appropriate, shall define the tests, standards and 

methods that shall be used to judge the compliance of the Goods or equipment to 
be delivered with technical specifications. 

 
(2) Technical specifications shall be prepared in a non-restrictive manner so that a fair 

and open competition is possible and shall be consistent with drawings included in 
the bid documents. 

 
(3) The Procuring Entity may seek the assistance of external specialists for preparing 

the Bid Document.  
 
(4) The Documents forming the Contract shall be interpreted in the following order of 

precedence in case of contradictions between the various documents:  

(a) The signed Contract Agreement; 

(b) The Notification of Award; 

(c) The Bid and the appendices to the Bid; 

(d) Special Conditions of Contract; 

(e) General Conditions of Contract; 

(f) Technical specifications; 

(g) General specifications; 

(h) Drawings, if any; 

(i) Priced Schedule of Requirements or ; 

(j) Other Documents as listed in the Schedule to the Bid including 
correspondence with the bidder.  

 
(5) If Bids for Goods will be invited on lot-by-lot basis, each lot offered shall constitute 

a Bid and the Bid Data Sheet (BDS) shall clearly indicate that each Lot Bid not 
comprising at least eighty percent (80%) of the total number of items required 
under the Lot, and representing at least 65% of the estimated lot value, shall be 
considered non-responsive. 

 
(6) On the other hand, if any item in a lot-Bid represents more than 50% of the 

estimated lot value, then the  BDS shall specify that a lot-Bid not including the 
particular  item shall be considered non-responsive, even if it includes the minimum 
percentage of the total number of items specified in the BDS. 

 
(7) If Bids for Goods will be invited for one or more items on item-by-item basis, each 

item shall comprise the minimum quantity required under that item as specified in 
the Bidding documents, and the Bid Submission Sheet shall be modified by 
inserting a table to allow for including the individual items in the sheet. 
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6.2.2 Advertising the bid 

 
(8) As soon as the bid package is ready and the entire above requirements were 

fulfilled. Based on the thresholds limits, The LGU shall seek the MDLF no-
objection.7 

(9) The advertisement format shall follow the Invitation for Bid (IFB) included in the 
SPDs and will preferably be issued in two languages (Arabic and English). It shall 
be advertised in at least one widely distributed newspaper for 2 consecutive days 
and on MDLF’s free-access website. The advertisement shall provide prospective 
bidders a minimum of thirty (30) days, between the date on which the notification 
appears for the first time and the deadline for bid submission, to prepare 
themselves to submit their bids. 

(10) To control the bid advertisement to the required qualification of the participant 
bidders, minimum qualification for the bidder will be included in the bid 
advertisement. Table 3 below provides preliminary guidance to procuring entities in 
setting the qualification requirements for suppliers. 

(11) The bid documents shall be sold for a fee that will cover the cost of reprinting, 
handling and administrative cost borne by the Procuring Entity.  

 

Table 4 below illustrates the different procurement methods for Goods, their applicable 

cases, and the limits for using each method in preparing bids for projects 

implemented by MDLF.   

 

  

                                                
7
 If the sub-project requires the MDLF no-objection to bid,(e.g. meeting prior review threshold), 

then before bidding the sub-project the  LGU has to submit the complete bid document for no-
objection to bid. The MDLF will review the bid document and provide advice, if any, and will issue 
a No objection to bid. After then it may be advertised and tendered. In certain cases when “no 
objection” is required from donors, the MDLF will seek donor authorization before issue the no-
objection to the LGU. 
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Table 5 Guidance on selection of suppliers for Goods 

Contract 
Amount 

Minimum Requirements to be requested 

Registered 
Firm 
-Tax Depts. 
-Ministry of 
Economy 

Income 
tax 
clearness 

Provide 
last two 
years 
financial 
statements 

Minimum average annual 
turn- over  Firm 

capital 
over 
$50,000 

Past 
experience   Normally 

1.5 times 
contract 
amount  

Normally 2 
times the 
contract 
amount  

< $10,000        

$10,000- 
$100,000 

       

$100,000 - 
$500,000 

       

 $500,000
8
/        

The average annual turnover will be determined based on a case by case bases depending on the 
market place conditions and the type of goods to be purchased  

6.2.3 Receiving and opening bids 

 
(12) The procurement officials shall observe the following rules: 

(a) Bids shall be submitted by bidders in sealed envelopes and kept unopened in 
a locked box, until the date and time specified for opening. 

(b) Bids shall be opened in public at the specified time by the bid opening 
committee in front of bidder's representative who wish to attend as follows:  

i.First, envelopes marked “WITHDRAWAL” shall be opened and read out and the 
corresponding bid shall not be opened, but returned to the bidder. If the 
withdrawal envelope does not contain a copy of the power of attorney or a letter 
of authorized confirming the signature of the person duly authorized to sign on 
behalf of the Bidder, the corresponding bid will be opened; 

ii.Next open envelopes marked “SUBSTITUTION” and read out the letter and 
exchange the substituted bid with the corresponding bid being substituted. The 
substituted bid shall not be opened, but returned to bidder. No bid substitution 
shall be permitted unless the corresponding substitution notice contains a valid 
authorization to request the substitution and is read out at bid opening. 

iii.Then, envelopes marked “MODIFICATION” shall be open and the letter read 
out. No Bid modification shall be permitted unless it contains a valid 
authorization;  

iv.The bidder's name, price, delivery terms, date and discounts and bid security, if 
any, existence of completed bid form shall be read aloud and tabulated by the 
officer opening the bids.  

v. After opening of the Bids, members and the Chairperson of the BOC including 
the Bidders or their authorized representatives who attended the Bid Opening 
shall sign the bid opening sheet (BOS) and the BOS shall be immediately sent to 
the MDLF. 

 

                                                
8
 To be procured according to the World Bank International Competitive Bidding (ICB) 

procedures. Participating bidders should be registered officially in their origin courtiers and be 
able to prove their qualifications to supply the contract requirements.  
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(c) Discussions shall not be entered into on any bid and no bids shall be rejected 
at the time of opening. 

(d) Bids received after the bid opening, as well as those not opened and read 
out at the bid opening, shall not be accepted or considered and shall be 
returned to the bidder unopened. 

(e) Bidders shall not be allowed to withdraw their bids after the bid opening. 

6.2.4 Evaluating the Bids 

 
(13) The Bid Evaluation Committee shall examine all bids recorded in the BOS  and 

shall verify: 

a) If the product offered meets the specifications and is of acceptable quality; 
b) If delivery meets the project requirements; 
c) If payment conditions are as specified in the bid document; 
d) if the firm making the offer possesses the commercial and financial 

qualifications to comply with the contract to be awarded; and 
e) Others as may be specified in the bid data sheet of the bidding document. 

(14) The BEC has the right to disqualify any bidder in any of  the following cases if: 

a) the bidder has attached special condition in contradiction of the bid  with 
regard to the delivery time or payment terms; 

b) bid security is not provided or is less than the requirement; 
c) bids are not the original copy or bid form is not signed and stamped; 
d) there is a major non-conformity with specification; 
e) there is evidence of the inability of the bidder to meet the commercial and 

financial requirements of the bidding documents; 
f) The bid lacks “Declaration of Undertaking for projects9 financed by the KFW. 

 
(15) The evaluation of the bids shall be carried out bearing in mind the following: 

a) There will be fairness to all bidders; 
b) The lowest evaluated responsive bid/quotation shall be awarded; and 
c) In the event of identical acceptable bids (tie) the following procedures shall 

be applied: 
I. If the goods could be divided from a technical point of view and the 
bidders agree then the quantities could be awarded equally among them; 

II. If point I is not possible, a request for discount shall be made to the 
identical bidders at the same time and the discount will be made in a sealed 
envelope. The award will be made to the lowest price after discount. 

 
(16) Bids shall not, under any circumstances, be evaluated on any basis other than the 

criteria specified in the Bid Documents and the BEC shall evaluate and compare 
Bids that are responsive to the requirements of Bid Documents in order to identify 
the successful Bidder. 

(17) A BEC may regard a Bid as responsive, only if it complies with all the substantive 
requirements set out in the Bid Document, without material deviation or 
reservation, and only Bids that comply with those requirements may be considered 
in the evaluation.  "A material deviation or reservation is one- 

a. which affects in any substantial way the scope and  quality; 

                                                
9
See Annex 4 for the format of the Declaration  
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b. which limits in any substantial way, inconsistent with the Bid Documents, 
the   Procuring Entity’s rights or the Bidder’s obligations under the 
Contract; or  

c. Whose rectification would affect unfairly the competitive position of other 
Bidders presenting responsive Bids". 

 

(18) A BEC may regard a Bid as responsive, even if it contains- 

a) minor deviations, which do not significantly alter or depart from the technical 
specifications, characteristics and commercial terms and conditions and 
other requirements set out in the Bid Document; 

b) errors or oversights, which if corrected, would not alter the key aspects of the 
Bid and any such deviations shall be quantified in monetary terms, as far as 
possible. 

 
(19) A BEC shall correct purely arithmetic errors that are discovered during the 

examination of Bids, and shall promptly notify the concerned Bidder(s) of any such 
correction(s).   

 
(20) There shall be no requirement for a minimum number of responsive Bids i.e. an 

evaluation shall proceed and an award shall be made even if only a single Bid is 
received and found responsive, provided that - 

 
a) the Bid has been widely advertised, 
b) the Bid price is reasonable compared with the market price or is within the 

official estimate, and  
c) the Bid meets the technical specifications and commercial terms and 

conditions set-out in the Bid Document. 
 
(21) A BEC shall not continue to evaluate a Bid when: 

a) the Bidder has failed to demonstrate its qualifications as required; 

b) the Bidder does not accept a correction of an arithmetical error made in 
accordance with clause (24); or 

c) the Bid is not responsive, i.e. it does not sufficiently meet the requirements of 
the qualifications, technical specifications or financial and commercial terms 
and conditions set-out in the Bid Document. 

 
(22) There shall be no consideration during the bid evaluation of any information 

contained in a bid submission that was not requested in the Bid Document. 
 
(23)  

The successful Bidder shall be the Bidder who submitted a responsive Bid with the 
lowest evaluated Bid cost, calculated upon the basis of factors affecting the 
economic value of the Bid which have been specified in the Bid Document and to 
the extent practicable, these factors shall be objective and quantifiable and shall be 
given a relative weighting in the evaluation method or be expressed in monetary 
terms, wherever practicable. 
 
 
 
 
 
 

Example 

One of the factors affecting economic value may be the delivery schedule for Goods 
If the delivery schedule for Goods specified in the Bid Documents is between fifteen 
(15) and eighteen (18) months, and a Bidder bases his or her Bid price on a delivery 
of twenty (20) months, then that Bid price may be adjusted for evaluation purpose 
only, if it is so specified in the Bid Document, by adding a certain percentage or a 
lump sum amount to the Bid price, whereby the percentage or amount  for liquidated 
damages may be considered as a guidance, for the two (2) month delay beyond 
eighteen (18) months. Other factors affecting the true economic value of the Bid price 
may be life span costs, such as cost of spare parts, fuel, performance or productivity 
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(24) For calculating the lowest evaluated price, the BEC shall - 

a) consider all evaluation criteria mentioned in the Bid Document;  

b) ensure that the Bid prices are inclusive of applicable taxes, customs and VAT 
for national Procurement of Goods and related Services and 

c) quantify in monetary terms any minor deviations from the evaluation criteria 
other than the price following the provisions set in the Bidding Documents.  
 

6.2.5 CLARIFICATION OF BIDS 

 
(25) The Chairperson of a BEC may ask Bidders for clarifications of their Bids, including 

breakdowns of unit rates, in order to assist the examination and evaluation of the 
Bids, provided that, Bid clarifications which may lead to a change in the substance 
of the Bid or in any of the key elements of the Bid, such as price and delivery 
schedule shall neither be sought nor accepted by the BEC. 

 
(26) Requests for clarification shall be in writing and shall be signed by the Chairperson 

of the BEC and all clarification requests shall remind Bidders of the need for 
confidentiality and that any breach of confidentiality on the part of the Bidder may 
result in their Bid being disqualified. 

 
(27) If any Bidder offered only eighty percent (80%) of the items of a lot, for Bids invited 

on lot-by-lot basis, the BEC shall inflate the lot price by adding up the average 
prices offered by other responsive Bidders for the missing items to the lot value to 
establish the winning lot Bid.  

 
(28) If the winning lot Bid under clause (29) is missing some items, comprising less than 

twenty percent (20%), the Procuring Entity may procure the missing items from the 
Bidder offering the lowest price for the remaining items. 

6.2.6 Bid evaluation report 

 
(29) The BEC shall prepare a bid evaluation report (using the Bank’s standard bid 

evaluation report10) endorsed by the LGUS’s procurement committee and forward 
to the MDLF for no objection. The report should be prepared by the BEC, with 
clear criteria and strong confidentiality, and endorsed by the MDLF through the 
period of bid validity.  

 
(30) A  BEC shall complete evaluation of Bids and the Contract shall be awarded 

within the initial period of Bid validity.  
 
(31) The BEC shall follow the general procedures detailed below in preparing the 

evaluation report - 

(a) the Evaluation Report shall list, in ascending order, the evaluated cost of all 
responsive Bids in order to prevent the Procuring Entity from having to re-
submit the Bid Evaluation Report to the MDLF, should the Bidder with the 

                                                
10

 Standard bid evaluation report is available at 
[http://web.worldbank.org/WBSITE/EXTERNAL/PROJECTS/PROCUREMENT/0,,contentMDK:20062543~menu
PK:84284~pagePK:84269~piPK:60001558~theSitePK:84266~isCURL:Y,00.html 
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lowest evaluated cost reject the award or fail to post-qualify or fails to provide 
its performance security or fails to sign the Contract; 

(b) all members of the BEC, who participate in the evaluation, shall sign the 
Evaluation Report, with their names and designations clearly stated therein; 

(c) in case of any disagreement by any member of the BEC on the 
recommendations of the Evaluation Report, the member may provide a note of 
dissent, always provided that, the concerned member shall describe his  or her 
reasons in detail for not agreeing to the overall recommendation of the BEC;  

(d) the BEC Chairperson shall submit the Evaluation Report along with 
recommendations for award and the note of dissent, if any, to the MDLF;  the 
MDLF shall make its decision based on the information provided in the 
Evaluation Report; and 

(e)  in order to assist the MDLF in making an award decision on the Bid, in the case 
of dissent, the MDLF may obtain expert opinion concerning any disputed 
matter in the Evaluation Report. 

(32) All Documents related to the evaluation proceedings shall be safeguarded in an 
office of the Procuring Entity that can only be accessed by members of the BEC. 

6.2.7 Negotiations and adjusting the scope of procurement 

 
(33) If, after completing the evaluation, it is found that the lowest evaluated Bid is 

significantly higher than the official estimate or available budget or both, but is 
within an acceptable range of the market price levels, the BEC may recommend to 
the Procuring Entity  either to accept the Bid if budget can be made available or to 
negotiate with the bidder to reduce the scope of the requirements for the 
concerned Procurement and/or a reallocation of risk and responsibility which can 
be reflected in a reduction of the contract price. 
 

(34) For contracts subject to prior review the MDLF will seek the No-objection of the 
Funding Partner before entering into negotiations with the lowest evaluated bidder. 

 
(35) If the Procuring Entity decides to reduce the scope of the requirements under 

Clause  (34) for the concerned Procurement it shall -  

a) verify that the lowest Bidder remains the lowest Bidder after the scope of 
work has been revised by the Procuring Entity; 

b) sign the Contract only with the initial lowest Bidder; and 

c) ensure that the objective of the Procurement will not be seriously affected 
through this reduction. 

(36) If the Procuring Entity decides because of a high Bid price to reduce the scope of 
the requirements to meet the available budget, the Bidder is not obliged to accept 
the award and shall not be penalized in any way for rejecting the proposed award if 
the proposed reduction was not within the scope of any requirement of the 
Instructions to Bidders. 

 
(37) For Projects funded by the KFW, the following shall apply:  

 
a) If the lowest responsive bid is clearly higher than the cost estimate the 

evaluation report must discuss on the basis of an analysis of causes whether a 
reasonable price could be achieved through a new bidding process. 
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b)  If this is not to be expected, , negotiations may be conducted with the bidder 
who has submitted the most advantageous responsive bid in order to 
determine how a reasonable contract price can be reached by adjusting the 
scope of the contract and/or by altering the distribution of risks and burdens. 

 
(38) If the rejection of all bids is decided, the provisions of Paragraphs 8.2 and 8.3 shall 

apply. 
 

6.3 Request for Quotations Method (RFQ)/ Shopping of GOODs 

 
6.3 REQUEST FOR QUOTATIONS METHOD (RFQ)/ SHOPPING OF GOODS .......................................... 38 

6.3.1 Conditions for use ................................................................................................................... 38 
6.3.2 Documentation needed ........................................................................................................... 38 
6.3.3 Soliciting Quotations .............................................................................................................. 39 
6.3.4 Submission of Quotations ....................................................................................................... 39 
6.3.5 Evaluation of Quotations and Issuance of Purchase Order ................................................... 40 

6.3.1 Conditions for use 

 
(1) The RFQ/Shopping may be used for Procurement of standard off-the-shelf Goods, 

provided that the estimated cost will not exceed the amount specified in Table 1. 

(2) The Procuring Entity shall strictly control the use of the RFQ /Shopping Method as 
a method of Procurement in order to ensure that there is no abuse and that its use 
by LGUs is restricted to the Procurements specified in this Clause.  

 
(3) A decision to use RFQ/Shopping Method shall be approved in writing by the Mayor 

or an officer authorized by him or her unless the RFQ/Shopping method was 
scheduled for the said object of Procurement in the Procurement Plan.  

 
(4) In deciding or justifying the use of the RFQ/ Shopping Method in public 

Procurement, the following shall be considered – 

a) LGUs shall not use the RFQ/ Shopping Method as means to either bypass 
more competitive methods of Bidding or split large potential contracts into smaller 
ones solely to allow the use of this method.  

b) the RFQ/ Shopping Method should not require complex Documentation or all 
the formalities of a full Bidding process. 
 

6.3.2 Documentation needed 

 
(5) The RFQ shall contain a clear statement concerning the  Procuring Entity’s 

requirements in respect of the Goods such as quality, quantity or volume of Goods, 
terms and time of delivery or completion, and payment conditions and invoicing 
procedures, including special requirements 

 
(6) Bidders may be required to furnish documentary evidence(s) demonstrating its 

eligibility by providing a valid trade license, Tax Identification No. (TIN), VAT 
registration and Bank solvency certificate. 

 
(7) The evaluation criteria to be used shall be stated in the requests for quotations 

considering type and value of Goods to be procured.  
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(8) The procuring entity shall use the sample RFQ Document in Annex 2.  
 
(9) No Bid securities are required when the RFQ/Shopping Method is used. However, 

in high cost purchases, a quotation securing declaration may be required  
 

6.3.3 Soliciting Quotations 

 
(10) The Procuring Entity shall invite quotations from Suppliers by letter, fax or 

electronic mail, indicating the date by which the quotations shall be submitted.  
 
(11) Requests for quotation do not need to be advertised in the press; although 

advertising in the Website of the Procuring Entity may be considered. 
 
(12) The Procuring Entity shall not charge any fees for the RFQ Document. 
 
(13) Time for invitation shall be kept minimal but reasonable, about 7-14 days. 
 
(14) The Procuring Entity shall carefully select the Bidders to be invited to quote for 

Goods taking into account its requirements to be specified as well as the reputation 
and capability of the Bidders (see Table 3 for guidance). 

 
(15) The Procuring Entity shall request quotations from as many Bidders as practical 

and shall obtain and compare at least three (3) responsive quotations to establish 
the competitiveness of the quoted price.   

 
(16) The Procuring Entity should, in order to minimize the risk of not receiving 

satisfactory number of responsive quotations, request all potential Bidders to 
confirm whether or not they will be submitting a quotation in order to invite other 
Bidders to replace those who are not submitting a quotation.  

 

6.3.4 Submission of Quotations 

 
(17) The Bidder shall have the choice to submit its offer in a sealed envelope clearly 

marked on the top as `Quotation’ or by fax or e-mail. 
 
(18) The Procuring Entity shall stamp all quotations, delivered closed or otherwise, for 

receipt indicating both the date and time of receipt and shall submit without 
opening to the chairperson of the Bid Evaluation Committee for examination and 
evaluation of offers received. 

 
(19) If the Procuring Entity has not received at least three (3) responsive quotations 

within the given time, it shall verify with the other Bidders to whom it sent a request 
for quotation  whether or not they intend to submit a quotation, and if so how soon. 

 
(20) The Procuring Entity may give reasonable amount of additional time for additional 

Bidders to submit quotations and proceed with the comparison of the quotations 
received on the expiry of the additional time, unless there is extreme urgency or 
there are already three (3) or more responsive quotations available. 

 
(21) If the Procuring Entity couldn’t receive the minimum required number of quotations, 

it shall refer the matter to the MDLF recommending either to cancel the 
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Procurement, to advertise in the local press or to use other Procurement methods 
such as Direct Procurement. 

 

6.3.5 Evaluation of Quotations and Issuance of Purchase Order 

 
(22) All quotations, whether submitted in closed envelopes or by other means, shall be 

read, recorded and compared by a Bid Evaluation Committee on the submission 
date deadline specified in the invitation. 

 
(23) The evaluation of quotations shall be a simple determination as to whether 

quotations meet the requirements specified in the request for quotations, following 
which the lowest evaluated quotation meeting those requirements is selected.  

 
(24) If after evaluating the quotations, the Procuring Entity found out that only two 

quotations were responsive and the price is within the cost estimate it may decide 
to award to the Lowest evaluated bidder and refer the matter to the MDLF. 

 
(25) A slightly higher price may be justified for faster delivery or immediate availability in 

cases of extreme urgency or when late delivery may result in heavy consequences 
for the purchaser, provided that in such cases, the intention to favour early delivery 
should be indicated in the RFQ. 

 
(26) The Evaluation Report shall be prepared using the sample form included in Annex 

1, it must demonstrate clearly that the award is based on sound economic criteria.  
 
(27) The winning bidder shall be notified immediately by sending him or her purchase 

order in the case of Goods. 
 
(28) The awarded bidder shall confirm in writing receipt of the purchase order to the  

Procuring Entity. 
 
(29) The record of Procurement shall include the list of bidders invited and the list and 

value of the quotations received and the Evaluation Report. 
 

6.4 Direct Contracts/Purchases 

 
(1) Direct contract without competition may be used only in exceptional cases. In 

case of using the direct contracting method, the Procuring Entity shall analyze 
and document, for MDLF's no objection, that the contract cost/price is fair and 
reasonable. This may be accomplished by means of a market survey, review of 
historical cost/price data and past performance, or review and analysis of 
individual cost elements. The Procuring Entity must also justify the specific 
reasons for using non-competitive methods. The contract file must contain both 
the determination of cost/price reasonableness and the justification for use of 
other than competition. Examples of situations warranting direct contracting are: 

a. only one supplier has the technical capacity to fulfill the procurement needs; 

b. standardization with existing equipment; 

c. natural disaster or national emergency; and 

d. Small value contracts. 

(2) A Bid security shall not be requested for Procurement under the Direct 
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contracting Method.  
 

 
(3) Additional deliveries of Goods, from the original Supplier, shall be subject to the 

following conditions: 

a) prices are still the most advantageous to the  PE after price verification;  
b) in the case of an extension of existing Supplies, Services or installation, 

provided that the original Contract was signed following a competitive 
Procurement process.  

c) Provisions for such an extension, if considered likely in advance, shall be 
included in the original contract. 
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11
"Non-consulting Services" means the following services with measurable outputs, either- 

linked to the supply of Goods or execution of Works such as operation and maintenance of 
facilities or plant, surveys, exploratory drilling, or stand-alone service type contracts such as 
security services, catering Services, geological Services or third party Services 
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7.1 Procurement Methods 

The following procurement methods shall be used for projects financed by MDLF funds:  

a. International Competitive Bidding (ICB)12 

b. National Competitive Bidding (NCB) 

c. Request for Quotations (RFQ)/ Shopping 

d. Direct procurement and purchase   

 
Table 6 Procurement methods for Works and their applicability limits 
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Bidding (NCB) 

7.2.1 Preparing the bidding documents (See Clause 6.2) 

 
(1) The Procuring Entities shall assemble the bid packages based on the contract type 

and procurement method selected. Documents needed for Bids shall be prepared 
by the LGU following the World Bank’s Standard Bidding Documents for small 
works14and shall contain all the necessary information to enable competition 
among Bidders to take place on neutral and objective terms.  

 
(2) The Bidding Documents for Works and Physical Services shall, depending on the 

context, among others include -  
a) instructions for the preparation and submission of a Bid;  
b) information concerning the date, hour (local time) and location of the receipt 

and Public opening of the Bid(s); 
c) a Bid Submission Sheet and sample formats for Bid Security; Performance 

Security and manufacturers’ authorization, where applicable; 
d) the number of copies to be submitted with the original Bid;  

                                                
12

ICB shall be used when the bid values exceed the thresholds identified in Table 1. In this case, 
standard World Bank procedures and policies shall apply and the bid shall be prepared using the 
World Bank RFB for small works, January 2017 Available at: 
http://pubdocs.worldbank.org/en/345371487887149754/SPDRequestforBidsSMALLWORKSOneE
nvelopeJanuary2017.docx 
 
13

http://pubdocs.worldbank.org/en/345371487887149754/SPDRequestforBidsSMALLWORKSOn
eEnvelopeJanuary2017.docx 
14

 Same as above 
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no threshold <=$200,000 
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Competitive 
Bidding (ICB) 
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documents to 
be used 

 Annex 3 
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World Bank  
RFB for small 
works (January 
2017) 
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e) Conditions of Contract, general and special; 
f) detailed specification of requirements;  
g) Bid validity  period; 
h) evaluation criteria of Bids and the way in which those criteria shall be 

applied; 
i) bidders’ qualification requirements; 
j) a statement to the effect that the LGU may reject any or all Bids; 
k) a provision for holding a Pre-Bid meeting with potential Bidders, where 

appropriate, in order to provide clarifications about the conditions of the Bid 
Documents; 

l) an indication in the Bid Data Sheet (BDS) as to whom a  bidder shall 
address a complaint; and 

m) a provision to the effect that a  bidder shall be permitted to modify, 
substitute or withdraw its Bid at any time prior to the deadline for the 
submission of Bids.  

 
(3)  Bidding Documents shall set out clearly -  

a) the description of the Works and Physical Services to be carried out; 

b) the drawings and  location of the Works; 

c) the schedule for completion;  

d) the minimum performance requirements;   

e) the Bid currency(ies)and the applicable date of  exchange rate;  

f) the amount(s) and currency(ies) of Bid security and performance security; 

g) the terms and methods of payment of the Contract price; 

h) the minimum insurance coverage;  and 

i) any other relevant terms and conditions. 
 
(4) Bidding Documents, where appropriate, shall define the tests, standards and 

methods that shall be used to judge the compliance of the Works to be performed 
with technical specifications. 

 
(5) Technical specifications shall be prepared in a non-restrictive manner so that a fair 

and open competition is possible and shall be consistent with drawings included in 
the bid documents. 

 
(6) The LGU may seek the assistance of external specialists for preparing the Bid 

Document.  
 
(7) The Documents forming the Contract shall be interpreted in the following order of 

precedence in case of contradictions between the various documents:  

(a) The signed Contract Agreement; 

(b) The Notification of Award; 

(c) The Bid and the appendices to the Bid; 

(d) Special Conditions of Contract; 

(e) General Conditions of Contract; 

(f) Technical specifications; 

(g) General specifications; 
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(h) Drawings; 

(i) Priced Bill of Quantities; and 

(j) Other Documents as listed in the Schedule to the Bid including 
correspondence with the bidder.  

7.2.2 Advertising the bid 

 
(8) As soon as the bid package is ready and the entire above requirements were 

fulfilled. Based on the thresholds limits, The LGU shall seek the MDLF no-
objection.15 

(9) The advertisement format shall follow the Invitation for Bid (IFB) included in the 
SPDs and will preferably be issued in two languages (Arabic and English). It shall 
be advertised in at least one widely distributed newspaper for two (2) consecutive 
days and in MDLF’s  free access website 

(10) The advertisement shall provide prospective bidders a minimum of thirty (30) 
days, between the date on which the notification appears for the first time and the 
deadline for bid submission, to prepare themselves to submit their bids. 

(11) To control the bid advertisement to the required qualification of the participant 
bidders, minimum qualification for the bidder may be required in the bid 
advertisement. For example, a classification of the contractors in accordance with 
the Palestinian classification. Table 6 provides guidance to procuring entities for 
setting the minimum required qualifications. 

(12) The bid documents shall be sold for a fee that will cover the cost of reprinting, 
handling and administrative cost borne by the procuring entity .  

(13) In certain cases and as may be required by donors, the MDLF may provide the 
LGUs with a list of the donors recommended contractors who were pre-qualified 
based on donor’s criteria to buy the bidding document and apply for the bid. 

(14) Contractors that have not yet been classified but meet the required qualifications 
shall be enabled to obtain the necessary classification during the bidding 
procedure.  Any contractor that has been classified in a class higher than the 
lowest class shall not be restricted to bidding in his own class but shall be eligible 
also to bid in any lower class. 

  

                                                
15

 If the sub-project requires the MDLF no-objection to bid,(e.g. meeting prior review threshold), 
then before bidding the sub-project the  LGU has to submit the complete bid document for no-
objection to bid. The MDLF will review the bid document and provide advice, if any, and will issue 
a No objection to bid. After then it may be advertised and tendered. In certain cases when “no 
objection” is required from donors, the MDLF will seek donor authorization before issue the no-
objection to the LGU. 
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7.2.3 Receiving and opening bids 

 
(15) The procurement officials shall observe the following rules: 

a) Bids shall be submitted by bidders in sealed envelopes and kept unopened 
in a locked box, until the date and time specified for opening. 

b) Bids shall be opened in public at the specified time by the bid opening 
committee in front of bidder's representative who wish to attend as follows:  

i. First, envelopes marked “WITHDRAWAL” shall be opened and read out 
and the corresponding bid shall not be opened, but returned to the 
bidder. If the withdrawal envelope does not contain a copy of the power 
of attorney or a letter of authorized confirming the signature of the person 
duly authorized to sign on behalf of the Bidder, the corresponding bid will 
be opened; 

ii. Next open envelopes marked “SUBSTITUTION” and read out the letter and 
exchange the substituted bid with the corresponding bid being 
substituted. The substituted bid shall not be opened, but returned to 
bidder. No bid substitution shall be permitted unless the corresponding 
substitution notice contains a valid authorization to request the 
substitution and is read out at bid opening.  

iii. Then, envelopes marked “MODIFICATION” shall be open and the letter 
read out. No Bid modification shall be permitted unless it contains a 
valid authorization;  

iv. The bidder's name, price, delivery terms, date and discounts and bid 
security, if any, existence of completed bid form shall be read aloud and 
tabulated by the officer opening the bids.  

v. After opening of the Bids, members and the Chairperson of the BOC 
including the Bidders or their authorized representatives who attended 
the Bid Opening shall sign the bid opening sheet (BOS) and the BOS 
shall be immediately sent to the MDLF. 

 
c) Discussions shall not be entered into on any bid and no bids shall be 

rejected at the time of opening. 

d) Bids received after the bid opening, as well as those not opened and read 
out at the bid opening, shall not be accepted or considered and shall be 
returned to the bidder unopened. 

e) Bidders shall not be allowed to withdraw their bids after the bid opening. 

7.2.4 Evaluating the Bids 

 
(16) The Bid Evaluation Committee shall examine all bids recorded in the BOS  and 

shall verify: 

a) If the product offered meets the specifications and is of acceptable quality; 
b) If delivery meets the project requirements; 
c) If payment conditions are as specified in the bid document; 
d) if the firm making the offer possesses the commercial and financial 

qualifications to comply with the contract to be awarded; and 
e) If the bidder's previous experience, personnel and equipment are adequate 

to undertake the required works. 
f) Others as may be specified in the bid data sheet of the bidding document. 
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(17) The BEC has the right to disqualify any bidder in any of  the following cases if: 

a) the bidder has attached special condition in contradiction of the bid  with 
regard to the delivery time or payment terms; 

b) bid security is not provided or is less than the requirement; 
c) Bids are not the original copy or bid form is not signed and stamped; 
d) There is a major non-conformity with specification; 
e) There is evidence of the inability of the bidder to meet the commercial and 

financial requirements of the bidding documents; and 
f) There is a lack of capacity to execute the work.  

 
(18) The evaluation of the bids shall be carried out bearing in mind the following: 

a) There will be fairness to all bidders; 
b) The lowest evaluated responsive bid/quotation shall be awarded; and 
c) In the event of identical acceptable bids the following procedures shall be 

applied: 
i. If the work could be divided from a technical point of view and 

the bidders agree then the work could be awarded equally 
among them; 

ii. A request for discount shall be made to the identical bidders at 
the same time and the discount will be made in a sealed 
envelope. The award will be made to the lowest price after 
discount. 

 
(19) Bids shall not, under any circumstances, be evaluated on any basis other than 

the criteria specified in the Bid Documents and the BEC shall evaluate and 
compare Bids that are responsive to the requirements of Bid Documents in order 
to identify the successful Bidder. 

(20) A BEC may regard a Bid as responsive, only if it complies with all the substantive 
requirements set out in the Bid Document, without material deviation or 
reservation, and only Bids that comply with those requirements may be 
considered in the evaluation."A material deviation or reservation is one- 
d. which affects in any substantial way the scope, quality, or performance of 
the Works;  

e. which limits in any substantial way, inconsistent with the Bid Documents, 
the  procuring entity’s rights or the Bidder’s obligations under the Contract; 
or  

f. whose rectification would affect unfairly the competitive position of other 
Bidders presenting responsive Bids". 

 

(21) A BEC may regard a Bid as responsive, even if it contains- 

a) minor deviations, which do not significantly alter or depart from the technical 
specifications, characteristics and commercial terms and conditions and 
other requirements set out in the Bid Document; 

b) errors or oversights, which if corrected, would not alter the key aspects of the 
Bid and any such deviations, shall be quantified in monetary terms, as far as 
possible. 

 
(22) A BEC shall correct purely arithmetic errors that are discovered during the 

examination of Bids, and shall promptly notify the concerned Bidder(s) of any such 
correction(s).   
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(23) There shall be no requirement for a minimum number of responsive Bids i.e. an 
evaluation shall proceed and an award shall be made even if only a single Bid is 
received and found responsive, provided that - 

 
a) the Bid has been widely advertised, 
b) the Bid price is reasonable compared with the market price or is within the 

official estimate, and  
c) the Bid meets the technical specifications and commercial terms and 

conditions set-out in the Bid Document. 
 
(24) A BEC shall not continue to evaluate a Bid when: 

a) the Bidder has failed to demonstrate its qualifications as required; 

b) the Bidder does not accept a correction of an arithmetical error made in 
accordance with clause (24); or 

c) the Bid is not responsive, i.e. it does not sufficiently meet the 
requirements of the qualifications, technical specifications or financial and 
commercial terms and conditions set-out in the Bid Document. 

 
(25) There shall be no consideration during the Bid evaluation of any information 

contained in a Bid submission that was not requested in the Bid Document. 
 
(26) The successful Bidder shall be the Bidder who submitted a responsive Bid with the 

lowest evaluated Bid cost, calculated upon the basis of factors affecting the 
economic value of the Bid which have been specified in the Bid Document and to 
the extent practicable, these factors shall be objective and quantifiable and shall be 
given a relative weighting in the evaluation method or be expressed in monetary 
terms, wherever practicable.  

 
 
 
 
 
 
 

 
 
 
 
 
 
 
(27) For calculating the lowest evaluated price, the BEC shall - 

a) consider all evaluation criteria mentioned in the Bid Document;  

b) ensure that the Bid prices are inclusive of applicable taxes, customs and 
VAT for national Procurement of Goods, Works and Physical Services; and 

c) quantify in monetary terms any minor deviations from the evaluation criteria 
other than the price following the provisions set in the Bidding Documents.  

 
 
 
 

 

Example 

One of the factors affecting economic value may be completion schedule for Works. If the 
completion schedule for Works specified in the Bid Documents is between fifteen (15) and 
eighteen (18) months, and a Bidder bases his or her Bid price on a delivery of twenty (20) 
months, then that Bid price may be adjusted for evaluation purpose only, if it is so specified in 
the Bid Document, by adding a certain percentage or a lump sum amount to the Bid price , 
whereby the percentage or amount  for liquidated damages may be considered as a 
guidance, for the two (2) month delay beyond eighteen (18) months. etc. 
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7.2.5 CLARIFICATION OF BIDS 

 
(28) The Chairperson of a BEC may ask Bidders for clarifications of their Bids, including 

breakdowns of unit rates, in order to assist the examination and evaluation of the 
Bids, provided that, Bid clarifications which may lead to a change in the substance 
of the Bid or in any of the key elements of the Bid, such as price and delivery 
schedule shall neither be sought nor accepted by the BEC. 

 
(29) Requests for clarification shall be in writing and shall be signed by the Chairperson 

of the BEC and all clarification requests shall remind Bidders of the need for 
confidentiality and that any breach of confidentiality on the part of the Bidder may 
result in their Bid being disqualified. 

 
 

 
(30) If the BEC determines that the Bid pricing is not balanced, the BEC shall require 

the Bidder to submit a detailed price breakdown, and in the case of front loading of 
the unit rates the BEC may recommend to increase performance security. 

 
(31) For Bids invited on lot-by-lot basis, the BEC shall award the lots considering the 

least cost combination of the lots.  

Explanation: If one Bidder has won two (2) or more lots and was post-qualified only for one 
(1) lot, then he shall be awarded the lot that would result in the least cost of the total value 
of contracts and not necessarily the larger lot as he may wish.   

(32) If a Bidder offers a price significantly below the official estimate then the BEC shall  
investigate the real reasons behind such a low price and consider the Bid not 
responsive if- 

(a) it becomes very clear that this Bidder is inexperienced and cannot price a Bid 
properly; 

(b) the Bidder cannot provide justification for his low price during the evaluation 
process, provided that the official cost estimate reflects the prevailing market 
price. 

 
(33) If the Bidder quotes a low price because it happens to enjoy some favorable 

conditions with respect to this Bid, then the Bid shall be considered as responsive 
and evaluated accordingly. 
 

(34) The LGU shall prepare a bid evaluation report (using the Bank’s standard bid 
evaluation report16) endorsed by the LGU’s procurement committee and forwarded 
to the MDLF for no objection request. The report should be prepared by theLGU , 
with clear criteria and strong confidentiality, and endorsed by the MDLF through the 
period of bid validity. 

 
 
 
 
 
 
 

                                                
16

 The Bank’s standard bid evaluation report is available 
athttp://web.worldbank.org/WBSITE/EXTERNAL/PROJECTS/PROCUREMENT/0,,contentMDK:20062543~men
uPK:84284~pagePK:84269~piPK:60001558~theSitePK:84266~isCURL:Y,00.html 

Example 1 

 A Bidder has personnel and equipment and has just completed another contract near the 
proposed work site.  

Example 2 

 A Bidder has particular interest in keeping his workforce busy during a low business 
season. 
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7.2.6 Bid evaluation report 

 
(35) A LGU shall complete evaluation of Bids and award of Contract within the initial 

period of Bid validity. 
 
(36) The BEC shall follow the general procedures detailed below in preparing the 

evaluation report - 

(a) the Evaluation Report shall list, in ascending order, the evaluated cost of all 
responsive Bids in order to prevent the LGU from having to re-submit the Bid 
Evaluation Report to the MDLF, should the Bidder with the lowest evaluated 
cost reject the award or fail to post-qualify or fails to provide its performance 
security or fails to sign the Contract; 

(b) all members of the BEC, who participate in the evaluation, shall sign the 
Evaluation Report, with their names and designations clearly stated therein; 

(c) in case of any disagreement by any member of the BEC on the 
recommendations of the Evaluation Report, the member may provide a note of 
dissent, always provided that, the concerned member shall describe his  or her 
reasons in detail for not agreeing to the overall recommendation of the BEC;  

(d) the BEC Chairperson shall submit the Evaluation Report along with 
recommendations for award and the note of dissent, if any, to the MDLF;  the 
MDLF shall make its decision based on the information provided in the 
Evaluation Report; and 

(e) in order to assist the MDLF in making an award decision on the Bid, in the case 
of dissent, the MDLF may obtain expert opinion concerning any disputed 
matter in the Evaluation Report. 

(37) If the contract is subject to prior review by the Funding Partner, the MDLF shall 
forward the following documents to the Funding Partner for its no-objection: 

(a) The bid invitation, 

(b) The signed record of the bid opening, 

(c) The evaluation report including the recommendation on the award, 

(d) If applicable, an explanation why the binding period could not be observed 

(e) All or specific bids as may be requested by the FP. 

 
(38) All Documents related to the evaluation proceedings shall be safeguarded in an 

office of the Procuring Entity that can only be accessed by members of the BEC. 

7.2.7 Negotiations and adjusting the scope of work 

 
(39) If, after completing the evaluation, it is found that the lowest evaluated Bid is 

significantly higher than the official estimate or available budget or both, but   is   
within an acceptable range of the market price levels, the BEC may recommend to 
the LGU either to accept the Bid if budget can be made available or to negotiate 
with the bidder to reduce the scope of work and/or a reallocation of risk and 
responsibility which can be reflected in a reduction of the contract price. 
 

(40) If the contract is subject to prior review the MDLF will seek the No-objection of the 
Funding Partner before entering into negotiations with the lowest evaluated 
bidder. 
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(41) If the Procuring Entity decides to reduce the scope of the requirements under 

Clause  (40) for the concerned Procurement it shall -  

a) verify that the lowest Bidder remains the lowest Bidder after the scope of 
work has been revised by the Procuring Entity; 

b) sign the Contract only with the initial lowest Bidder; and 

c) Ensure that the objective of the Procurement will not be seriously affected 
through this reduction. 

 

 

 

 

 

 

 

 

 

 
(42) If the Procuring Entity decides because of a high Bid price to reduce the scope of 

the requirements to meet the available budget, the Bidder is not obliged to accept 
the award and shall not be penalized in any way for rejecting the proposed award if 
the proposed reduction was not within the scope of any requirement of the 
Instructions to Bidders. 
 

(43) For Projects funded by the KFW, the following shall apply:  
 

(a) If the lowest responsive bid is clearly higher than the cost estimate the evaluation 
report must discuss on the basis of an analysis of causes whether a reasonable 
price could be achieved through a new bidding process. 

(b) If this is not to be expected, , negotiations may be conducted with the bidder who 
has submitted the most advantageous responsive bid in order to determine how a 
reasonable contract price can be reached by adjusting the scope of the contract 
and/or by altering the distribution of risks and burdens. 
 

(44) If the rejection of all bids is decided, the provisions of Paragraphs 8.2 and 8.3 
shall apply. 

 
 

7.2.8 Securing no objection from the MDLF 

 
(45) The Evaluation Report shall be finalized in a timely fashion in order that the 

Successful Bidder can be notified before the expiry date of the validity of Bids, 
without the LGU having to seek an extension to the validity of the Bids. 

 
(46) The LGU shall send to the MDLF the procurement committee’s evaluation report and 

all bids seeking a no objection from the MDLF on its decision. The MDLF will review 
all procedures and verify that these procedures are in line with its procurement 

 

Example 2 

The road authority would be satisfied by cancelling one minor road or a section of the road project. 
The impact of this reduction shall be examined for all responsive Bidders, and may result in the 5

th
 

Bidder becoming the lowest. So, the Contract cannot be awarded to any Bidder. 

 

Example 1 

The road authority would recommend reducing the scope of work by deleting entirely the road 
safety items which are the last in the BOQ. A comparison of the impact of these items examined for 
all responsive Bidders may result in the 4

th
 Bidder becoming the lowest. So, the Contract cannot be 

awarded to any Bidder. 
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guidelines and the Manual. The MDLF may also investigate the contractor 
qualification.  

 
(47) If satisfactory, the MDLF, after obtaining the FP's no-objection where necessary, will 

issue a no objection letter to the LGU; such a letter may include some conditions that 
should be followed by the LGU before awarding. 

 
(48) If the MDLF has objections to the content of the report or has questions, they should 

be sent to the BEC which shall meet and respond to the objections within five (5) 
working days from the date of receipt of objections and clarifications or new report 
shall be sent back through the same route through which the request for approval 
was initially submitted.  

 
(49) The MDLF may reject the Bid Evaluation Report and ask the LGU to re-evaluate 

the Bids, within five (5) working days, if there is any deviation from the requirements 
specified in the Bid Document. 

 
(50) If the lowest bid was rejected for any justified reason by the MDLF, the second 

qualified bidder with the lowest price shall be considered.  
 

7.3 Shopping for Works (RFQ) 
7.3.1 Conditions for use ................................................................................................................... 53 
7.3.2 Documentation needed ........................................................................................................... 53 
7.3.3 Soliciting Quotations .............................................................................................................. 54 
7.3.4 Submission of Quotations ....................................................................................................... 54 
7.3.5 Evaluation of Quotations and Issuance of letter of award ..................................................... 55 

7.3.1 Conditions for use 

 
(1) The RFQ /shopping may be used for Procurement of low value simple Works and 

non-consulting Services, provided that the estimated cost will not exceed the 
amount specified in Table 1. 

(2) A decision to use Shopping/RFQ Method shall be approved in writing by the Mayor 
or an officer authorized by him or her unless the Shopping/RFQ method was 
scheduled for the said object of Procurement in the Procurement Plan.  

   
(3) Quotations for simple Works or physical Services may be requested as  -  

(a) Ad measurement contract on unit rate prices; or 

(b) a lump sum, if the LGU has prepared an accurate cost estimate for the 
Works or physical Services. 

7.3.2 Documentation needed 

 
(4) The Shopping/RFQ Method should not require complex documentation or all the 

formalities of a full bidding process. 
 

(5) The Shopping/RFQ shall contain a clear statement concerning the  requirements in 
respect of the low value simple Works or physical Services, such as quality, scope 
of physical services and their duration, terms and time of delivery or completion, 
and payment conditions and invoicing procedures, including special requirements. 

 
(6) Bidders may be required to furnish documentary evidence(s) demonstrating its 
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eligibility by providing a registration in the contractors union, Tax Identification No. 
(TIN), VAT registration and Bank solvency certificate. 

 
(7) The evaluation criteria to be used shall be stated in the requests for quotations 

considering type of simple Works or physical Services to be procured.  
 
(8) Municipalities shall use the sample RFQ Document in Annex 3.  
 
(9) No bid securities are usually required when the RFQ Method is used unless the 

LGU considers its presence necessary. 
 

7.3.3 Soliciting Quotations 

  
(10) The LGU shall invite quotations from contractors by letter, fax or electronic mail, 

indicating the date by which the quotations shall be submitted.  
 
(11) Requests for quotation do not need to be advertised in the press; although 

advertising in the Website of the LGU, the MDLF and the Contractors Union, may 
be considered. 

 
(12) The LGU shall not charge any fees for the RFQ Document. 
 
(13) Time for invitation shall be kept minimal but reasonable, about 7-14 days. 
 
(14) The LGU shall carefully select the Bidders to be invited to quote for Works taking 

into account its requirements to be specified as well as the reputation and 
capability of the Bidders (see Table 6 for guidance). 

 
(15) The LGU shall request quotations from as many Bidders as practical and shall 

obtain and compare at least three (3) responsive quotations to establish the 
competitiveness of the quoted price.   

 
(16) The LGU should, in order to minimize the risk of not receiving satisfactory number 

of responsive quotations, request all potential Bidders to confirm whether or not 
they will be submitting a quotation in order to invite other Bidders to replace those 
who are not submitting a quotation.  

 
(17) The Procuring Entity may give reasonable amount of additional time for additional 

Bidders to submit quotations and proceed with the comparison of the quotations 
received on the expiry of the additional time, unless there is extreme urgency or 
there are already three (3) or more responsive quotations available. 

 
(18) If the Procuring Entity couldn’t receive the minimum required number of quotations, 

it shall refer the matter to the MDLF recommending either to cancel the 
Procurement, to advertise in the local press or to use other Procurement methods 
such as Direct Procurement. 

 

7.3.4 Submission of Quotations 

 
(19) The Bidder should submit its offer in a sealed envelope clearly marked on the top 

as `Quotation’. 
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(20) The LGU shall stamp all quotations, for receipt indicating both the date and time of 
receipt and shall submit without opening to the chairperson of the Bid Evaluation 
Committee for examination and evaluation of offers received. 

 
(21) If the LGU has not received at least three (3) responsive quotations within the 

given time, it shall verify with the other Bidders to whom it sent a  request for 
quotation  whether or not they intend to submit a quotation, and if so how soon. 

 
(22) The LGU shall give reasonable amount of additional time for other Bidders to 

submit quotations and proceed with the comparison of the quotations received on 
the expiry of the additional time. 

 

7.3.5 Evaluation of Quotations and Issuance of letter of award 

 
(23) All quotations, shall be read, recorded and compared by a Bid Evaluation 

Committee on the submission date deadline specified in the invitation. 
 
(24) The evaluation of quotations shall be a simple determination as to whether 

quotations meet the requirements specified in the request for quotations, following 
which the lowest evaluated quotation meeting those requirements is selected.  

 
(25) If after evaluating the quotations, the Procuring Entity found out that only two 

quotations were responsive and the price is within the cost estimate it may decide 
to award to the lowest evaluated bidder and refer the matter to the MDLF. 

 
(26) The Evaluation Report shall be prepared using the sample form included in Annex 

1 and must demonstrate clearly that the award is based on sound economic 
criteria.  

 
(27) The winning bidder shall be notified immediately by sending him a letter of award  

inviting to provide a performance security and sign a standard contract.  
 
(28) The awarded bidder shall confirm in writing receipt of the letter of acceptance to 

theLGU. 
 
(29) The record of Procurement shall include the list of bidders invited and the list and 

value of the quotations received and the Evaluation Report. 
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7.4 Direct contracting 
 

(1) Direct contracting without competition may be used only in exceptional cases. In 
case of using the direct contracting method, the LGU shall analyze and 
document, for MDLF's no objection, that the contract cost/price is fair and 
reasonable.  This may be accomplished by means of a market survey, review of 
historical cost/price data and past performance, or review and analysis of 
individual cost elements. The LGU must also justify the specific reasons for using 
non-competitive methods. The contract file must contain both the determination of 
cost/price reasonableness and the justification for use of other than competition. 
Examples of situations warranting direct contracting are: 

a) only one contractor has the technical capacity to fulfill the procurement 
needs; 

b) natural disaster or national emergency;  

c) projects of urgent nature; 

d) projects in remote areas where one contractor is already doing a project of 
similar nature; and 

e) Small value contracts. 

(2) A Bid security shall not be requested for Procurement under the Direct 
Contracting Method.  

 
 

 

8 CONCLUDING THE PROCUREMENT PROCESS 

8.1 CONTRACT AWARD 
8.2 REJECTION OF ALL BIDS OR QUOTATIONS 
8.3 ACTIONS TO BE TAKEN FOLLOWING REJECTION 

8.1 Contract Award 

 
(1) Prior to the expiry of the Bid validity period and within one (1) week of receipt of 

the approval of the award by the MDLF, a LGU shall issue the Notification of 
Award (NOA) to the successful Bidder.   

 
(2) The Notification of Award, attaching the contract as per the sample given in the 

SPDs to be signed, shall state: 

(a) the acceptance of the Bid by the LGU; 

(b) the price at which the contract is awarded; 

(c) the amount of the performance security and its format;   

(d) the date and time within which the performance security shall  be 
submitted; and 

(e) the date and time within which the contract shall  be signed. 
 
(3) The Notification of Award shall be accepted in writing within one (1) week and the 

successful Bidder shall submit a Performance Security to the LGU within (14) days 
from the date of acceptance  of the NOA but not later than the date specified in the 
NOA. 
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(4) If the successful Bidder does not provide his Performance Security within the 
period specified above, his or her Bid security shall be forfeited and the second 
successful Bidder shall be invited.  

 
(5) Bids were invited for one (1) or more items on Item-by-Item basis or on lot-by-lot 

basis, only one (1) Contract will be signed with each Bidder covering all items 
awarded to him. 

 
(6) The Notification of Award establishes a Contract between the LGU and the 

successful Bidder and the existence of a Contract is confirmed through the 
signature of the Contract Document that includes all agreements between the LGU 
and the successful Bidder.  

 
(7) The performance security shall be in the amount specified in the Contract 

conditions, issued by a bank,  and denominated in the currency in which the 
Contract Price is payable.  

 
(8) Performance Security shall be valid until a date 28 days beyond the intended date 

of completion.  
 
(9) Before signing the Contract, the LGU may verify the authenticity of the 

performance security submitted by a Bidder by sending a written request to the 
branch of the bank issuing the irrevocable bank guarantee. 

 
(10) The duly authorized officer of the LGU and of the successful Bidder shall sign the 

Contract within the period specified, in the form as specified in the Bid Document if 
the Performance Security submitted by the Bidder is found to be genuine.  

 
(11) If a performance security submitted is not found to be authentic, the LGU shall 

proceed to take measures against the Bidder.  
 
(12) If the successful Bidder fails to provide the required Performance Security or fails 

to sign the Contract, a LGU shall proceed to award the Contract to the next lowest 
evaluated Bidder, and so on, by order of ranking, provided that such action shall 
only be taken if the evaluated cost of the Bid is acceptable to the LGU, and when 
the point is reached whereby all evaluated costs of the remaining responsive Bids 
are significantly higher than the official estimate or budget provision or market 
price, the LGU may reject all bids. 

 
(13) After completion of evaluation and required clearances including MDLF's no 

objection to award if required, and contract signing, the LGU signed should inform 
the bidders of the results of the bid and advertise their results on theLGU’s  
website and/or notice board . 

 
(14) The LGU shall ensure that all contractual obligations of the winning Contractor are 

met. This includes insurance securities to Municipalities. 
 
(15) The contract, the contract will be signed by both parties (3 original copies, one for 

the LGU, one for MDLF, and one for the contractor). 
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8.2 Rejection of all Bids or Quotations 

 
(1) An LGU may reject all Bids or Quotations following recommendations from the 

Evaluation Committee only after the approval of such recommendations by the 
MDLF.  

 
(2) All Bids or Quotations can be rejected, if - 

(a) the price of the lowest evaluated Bid or Quotation substantially exceeds the 
official estimate, provided the estimate is realistic;  or. 

(b) there is evidence of lack of effective competition; such as non-participation by 
a number of potential Bidders;  or 

(c) the Bidders are unable to offer the required delivery or completion time, 
provided the stipulated delivery or completion time is reasonable and 
realistic; or  

(d) Bids or Quotations are not responsive; or 

(e) evidence of professional misconduct, affecting seriously the Procurement 
process,  is established. 

 
(3) Bids or Quotations may not be rejected if the lowest evaluated price is in 

conformity with the market price.  
   

(4) If an LGU decides to reject all Bids or Quotations for reasons other than failure of 
all responsive Bidders to post-qualify, the LGU shall carefully review such 
reasons before a decision is taken to reject all Bids or Quotations. 
 

(5) A rejection of all bids and cancellation of the bidding process requires the No-
objection of the MDLF. 
 

(6) All bidders must be notified by the Procuring Entity stating the reasons for 
cancellation of the bidding process.  
 

(7) If the bidding process is cancelled a new procurement process is usually 
conducted under different circumstances that ensure greater competition, for 
instance by changing the object or the terms of the procurement as stated in 
Paragraph 8.3. 

 

8.3 Actions to be taken Following Rejection 

 
(1) The LGU after rejecting all Bids or Quotations and before inviting new Bids or 

Quotations shall –  

(a) reassess the official estimate or budget or both, and 

(b) subsequently consider making revisions to the Conditions of Contract, design 
and specifications, scope of Contract or a combination of these factors. 

 
(2) If all Bids or Quotations are rejected, then while inviting new Bids, Quotations the 

LGU shall ensure that – 

(3) in the case of Bids, the invitations are advertised more widely and depending upon 
value, internationally; and  
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(4) in the case of Quotations, the LGU shall invite  additional Persons, other than those 
who were initially invited,  to submit Quotations. 

 
(5) In case of rejection of all Bids or Quotations, new Bids or Quotations, may be invited 

using revised Documents, whereby those who originally participated, if qualified, may 
participate or be re-invited. 

 
(6) In case professional misconduct is established, appropriate action shall be taken.  
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9.1 Bid Validity 

9.1.1 Determination of Validities 

 
(1)  The validity period shall be determined depending on the complexity of the Bid and 

the time needed for its evaluation and approval and shall be normally between 
sixty (60) and one hundred twenty (120) days. 

 
(2) The Bid validity period shall be determined taking into account the time-line for the 

process involving examination, evaluation and approval of the Bid and issuance of 
Notification of Award.  

9.1.2 Extension of Validity 

 
(3) An LGU may, if justified by exceptional circumstances, request in writing a Bidder 

to extend the validity period of its Bid before the expiration date,. 

 
(4) The request for extension of Bid validity under Sub-Clause (1) shall state the new 

date for the expiry of Bids and all such requests for extension shall be sent to 
Bidders not later than 10 (ten) days before the Bid validity expiry date. 
 

9.2 Bid Securities 

 
(1) To discourage the submission of frivolous Bids, a LGU may include in the 

Documents a condition that Bids must be accompanied by a security in form of, 
as preferred by the Bidder,  a bank draft, pay order, or bank guarantee  issued by 
a using the standard format attached to the Bid documents.  
 

(2) The amount of Bid security shall be sufficient to discourage irresponsible Bidders 
and shall be expressed in the Bid Documents, preferably as a rounded fixed 
amount and not as a precise percentage of the estimated total Contract value. 

 
 
 
 

 
 
 
(3) If Bids are invited for one or more items on item-by-item basis or on lot-by-lot 

basis, one Bid security may be required comprising a percentage of the total 
value of the items or lots tendered, provided that the Bid security is submitted in a 

Example 

If the estimated total Contract value of the Bid is $120,000 then a Bid security of 
2% would be $2,400 and the required fixed Bid security should be set slightly 
lower or higher than the exact percentage, say at $2,500 so that the Bidder is 
unable to determine reliably the actual estimated Contract value. 
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separate envelope. 
 
(4) The Bid security on a lot-by-lot basis can also be calculated with different 

percentages for each lot but the fixed amount against each lot shall be stated in 
the Bid Document.  

 
(5) A Bid security shall remain valid for at least twenty-eight (28) days beyond the 

expiry date of the Bid.  
 

9.2.1 Extension of Validity and Bid Security 

 
(1) The Procuring Entity shall advise the Bidder of the date by which the extension to 

the Bid security shall be received. 
 
(2) Bidders consenting to extend their Bid validity periods shall also correspondingly 

extend the validity of their Bid securities.  
 
(3) In case a Bidder does not agree to extend its Bid validity period, its Bid will no 

longer be considered and the Bid security shall be returned to it as soon as 
possible.  

 
(4) In the case of an extension of the Bid validity period, the Bid security shall be 

extended by at least twenty-eight (28) days beyond the new expiry date of the Bid. 

9.2.2   Verification of the Authenticity of Bid Security 

 
(1) The authenticity of Bid security shall be verified by the Bid Evaluation Committee by 

sending a written request, prior to the finalization of the Evaluation Report, to the 
branch of the Bank issuing the security.  

(2) If a Bid security is found to be not authentic, the Bid which it covers shall no longer 
be considered and in such cases the LGU shall inform the MDLF and arrange for 
taking legal action against the Bidder. 

9.2.3   Forfeiture of Bid Security 

 
1)  A Bid security shall be forfeited if the Bidder- 

(a) Withdraws his Bid after the opening of Bids but within the validity period thereof; or 

(b) Refuses to accept a Contract award; or  

(c)  Fails to furnish performance security, if so required; or  

(d) Refuses to sign the Contract; or  

(e)  Does not accept the correction of the Bid amount following the correction of 
arithmetic errors. 

 

9.2.4   Return of Bid Securities 

 
(1) Bid Opening Committees shall not return Bid securities to Bidders after the opening 

of Bids. 
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(2) No Bid security shall be returned to Bidders before contract signing, except to 
those who are found non-responsive and who did not agree to extend Bid validity. 

(3) Bid securities of non-responsive Bids shall be returned immediately after the 
Evaluation Report has been approved. 

(4) Bid securities of responsive Bids shall be returned only after the Bidder with the 
lowest evaluated responsive Bid has signed the contract and submitted the 
performance security, but in no case later than the expiration of the validity period.  

9.3 Performance Security 

 
(1) A performance security shall be provided by the successful Bidder in the amount 

specified in the BDS (5-10%). 

(2) The Procuring Entity may increase the amount of the Performance Security above 
the amounts, if the BEC considers the Bid unbalanced as a result of front loading. 

(3) The Performance Security shall be in the form of a Bank Guarantee. 

(4) A Performance Security shall be required to be valid until a date twenty-eight (28) 
days from the intended date of completion. 

(5) If the completion date is to be extended, the Performance Security shall be 
extended for the same period until twenty-eight (28) days from the new intended 
date of completion. 

(6) If retention money has not been applied, the Performance Security shall be 
replaced by a new security in the form of a Bank Guarantee covering (fifty percent) 
50% of the amount of the performance security to cover the defect liability period. 

(7) The new Security to be provided under Sub-Clause (26) shall be calculated based 
on the final contract value. 

(8) Performance Security may not be requested in the case of Procurement of spare 
parts from the manufacturer or his sole agent. 
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10 Contract Administration and Management 

10.1 GENERAL 

10.2 WORKS CONTRACT ADMINISTRATION AND MANAGEMENT 
10.2.1 Project management and Work Program 
10.2.2 Completion date and work defects 
10.2.3 Advance payment 
10.2.4 Payments 
10.2.5 Compensation events and liquidated damages 
10.2.6 Project completion 

10.3 ADMINISTRATION OF GOODS CONTRACTS 

10.1 General 

 
(1) Contract administration and management shall include all administrative, financial, 

managerial and technical tasks to be performed by the LGU from contract award 
until it is successfully concluded or terminated and payment is made and disputes 
or claims resolved. 

 
(2) The LGU shall apply professional contract administration and management 

techniques to ascertain the proper implementation of the signed contracts in line 
with the agreed conditions covering delivery, payments, quality control, completion, 
liquidated damages and other related issues. 

 
(3) The LGU shall ensure that Goods, Works or Services to be procured conform to 

the technical requirements set forth in the Contract, and for such purpose, the LGU 
may establish inspection and testing facilities, form inspection teams, employ 
inspection personnel, enter into arrangements for the joint or co-operative use of 
laboratories and inspection and testing facilities, and contract with others for 
inspection or testing work as needed. 

 
(4) The LGU shall hand over the project or contract management to a capable, Project 

Manager to supervise the implementation. 
 
(5) The LGU shall make available the logistic support and staffing necessary for 

effective contract administration and management which may include, but not 
limited to, the following –  

(a) engineering and design Services where necessary, providing design and 
monitoring functions for preparation and implementation of the Contract; 

(b) financial control and payment services; 

(c) management information systems for coordinated processing and 
communication of and access to relevant information by all concerned involved 
in Contract administration and management; and  

(d) legal advice. 
 
(6) An increase in the Schedule of Requirement for Goods, Bill of Quantities for Works 

and scope of work for Services exceeding the permissible percentage of the initial 
contract price shall require either a new Procurement proceeding or justification, if 
appropriate, as Direct or Single Source Procurement. 

 
(7) The LGU shall amend the contract to reflect the changes introduced to the original 

terms and conditions of the contract. An amendment to contract shall generally 
include time extension for the Intended Completion Date. The LGU shall follow up 
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on liability payments specified in the SCC for which the supplier or contractor shall 
be liable for payment of an agreed sum for delay in the performance due under the 
contract such as - 

(a) the agreed sum to be paid per time-unit of delay; 

(b) the maximum amount due under the liquidated damages or incentive bonuses; 

(c) that the supplier or contractor is not relieved of its liability for performance of 
the contract by virtue of payment under the liquidated damages or incentive 
bonuses. 

 
(8) The LGU shall provide the Documents, Reports, and other information required by 

the concerned Persons for the purposes of monitoring Contract Administration and 
Management. 

 

10.2 Works Contract Administration and Management 

10.2.1 Project management and Work Program 

 
(9) For the purpose of controlling time, cost and quality,  the Project Manager shall -

follow up the Work Program and ensure that within the time stated in the contract 

(a) the Contractor submits to the Project Manager for approval a Program 
showing the general methods, arrangements, order, and timing for all the 
activities in the Works; 

(b) the Contractor submits to the Project Manager for approval an updated 
Program at intervals no longer than the period stated in the contract 
conditions;  

(c) the Contractor provides the Project Manager with an updated cash flow 
forecast when the Program is updated.  

 
(10) The main elements of contract administration and management may include –  

(a) review and approval of the work plan; 

(b) monitoring progress in implementation of the contract, including determination 
of  extent of performance accomplished periodically according to the work 
plan, and inspection and testing of quality aspects; 

(c) management of Variation Orders, Contract suspension and termination, price 
revisions, Application of Contract remedies such as imposition of liquidated 
damages, delayed payments, and disputes or claims settlement procedures; 

(d) management of financial aspects of Contract implementation, including 
payments, budgetary and cost accounting aspects;  

(e) organization and management of documentation related to contract 
implementation, and preparing periodic reports on the implementation of 
Contract; and  

(f) Preparation of monthly reports which will be forwarded to the MDLF no later 
than 15 days starting the beginning of the next new month. Such a report shall 
include: progress of the work against the original working schedule, technical 
and managerial constraints facing the project and the solutions adopted to 
overcome these constraints, Contractor performance, and payments made to 
the Contractor. 
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(11) Project management may require a review of the design in addition to the 

supervision of construction from inception to completion and handing over for the 
purpose of controlling time, cost and quality as well as abiding to contractual 
obligations.  
 

(12) The Project Manager may withhold the amount stated in the contract from the 
payment certificates until the Program has been submitted. 

10.2.2 Completion date and work defects 

 
(13) The LGU may extend the Intended Completion Date up to twenty percent (20%) of 

the original Contract time, if a Compensation Event occurs or a Variation Order is 
issued which makes it impossible to complete the Works by the Intended 
Completion Date without the Contractor incurring additional cost.  

 
(14) The LGU shall decide whether and by how much to extend the Intended 

Completion Date within twenty-one (21) days of the Contractor asking the Project 
Manager for an extension.  

 
(15) The Project Manager shall check the Contractor’s work and notify the Contractor of 

any Work Defects that are found without relieving the Contractor of his contractual 
responsibilities concerning the quality of the Works.   

 
(16) The Project Manager may instruct the Contractor to search for a Defect and to 

uncover and test any work that the Project Manager considers may have a Defect.  
 
(17) The Project Manager shall give notice to the Contractor of any Defects before the 

end of the Defects Liability Period, which begins at Completion, and is defined in 
the Contract; the Defects Liability Period shall be extended for as long as Defects 
remain to be corrected. 

 
(18) If the Contractor has not corrected a Defect within the time specified in the Project 

Manager’s notice, the Project Manager shall assess the cost of having the Defect 
corrected, and the Contractor shall pay this amount.  

 

10.2.3 Advance payment 

 
(19) The Project Manager shall authorize the Advance Payment, if any, to the 

Contractor for the amounts and by the date specified, where applicable, against a 
Bank Guarantee. 

 
(20) The Contractor shall use the advance payment only to pay for Equipment, Plant, 

Materials and mobilization expenses required specifically for execution of the 
Contract and shall demonstrate that the advance payment has been used in this 
way by supplying copies of invoices or other Documents to the Project Manager. 

 
(21) The Advance Payment shall be repaid by deducting proportionate amounts from 

payments otherwise due to the Contractor, following the schedule of completed 
percentages of the Works on actual basis.   

 
(22) The Guarantee for the Advance Payment shall remain effective until the advance 

payment has been repaid, but the amount of the Guarantee shall be 
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progressively reduced by the amounts repaid by the Contractor and no interest 
shall be charged on the advance payment.  

 

10.2.4 Payments 

 
(23) The basis for payment shall be the Bill of Quantities which is used to calculate 

the Contract Price and payment shall be done as follows: 
 

i) The Contractor shall submit to the Project Manager monthly statements of the 
estimated value of the work executed less the cumulative amount certified 
previously; 

 
ii) The Project Manager shall check the Contractor’s monthly statement and 

certify the amount to be paid to the Contractor; 
 

iii) The value of work executed shall be determined by the Project Manager and 
shall comprise the value of the items completed as per the rates in the Bill of 
Quantities; 

iv) The Project Manager may exclude any item certified in a previous certificate 
or reduce the proportion of any item previously certified in any certificate in 
the light of later information. 

 
(24) Variation Orders shall be prepared following the provisions of section 11. 
 
(25) The value of work executed shall include the valuation of approved Variations 

and Compensation Events. 
 
(26) If the final quantity of the work done for any particular item differs from the 

quantity in the Bill of Quantities by more than twenty-five percent (25%), the 
Project Manager shall adjust the unit rate for the particular item to allow for the 
change within the context and limits of the Variation Order, provided that the 
change in each case exceeds one percent (1%) of the Initial Contract Price. 

 
(27) Payments shall be adjusted, where applicable, for deductions for advance 

payments and retention.   
 
(28) The LGU or MDLF shall pay the Contractor the amounts certified by the Project 

Manager within twenty-eight (28) days of the date of each certificate. 
 
(29) Unless otherwise stated, all payments and deductions shall be paid or charged in 

the proportions of currencies comprising the Contract Price. 
 
(30) Quantified items of the BOQ for which no rate or price has been quoted shall be 

deemed covered by other rates and prices in the Contract.  
 
(31) No account shall be taken of the advance payment or its repayment in assessing 

valuations of work done, Variations, price adjustments, Compensation Events or 
Liquidated Damages. 

 

10.2.5 Compensation events and liquidated damages 

 
(32) The compensation events shall follow the provisions detailed in the GCC and 
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SCC. 
 
(33) The Contractor shall be liable to pay liquidated damages at the rate per day or 

week stated in the contract for each day that the Completion Date is later than 
the originally intended or extended Completion Date provided that the total 
amount of liquidated damages shall not exceed the amount defined in the 
contract. 

(34) The LGU shall deduct liquidated damages from payments due to the Contractor; 
Payment of liquidated damages shall not affect the Contractor’s liabilities.  

10.2.6 Project completion 

(35) The Project Manager shall certify the Final Payment requested by the 

Contractor, within fifty-six (56) days of receiving the Contractor’s account if it is 

correct and complete, if it is correct and the works are complete provided that, If 

it is not, the Project Manager shall issue a Defects Liability Schedule within 

fifty-six (56) days from the Contractor’s request for Final Payment, which states 

the scope of the corrections or additions that are necessary. 

(36) If the corrections or additions required by the Project Manager have been 
completed, the Project Manager shall issue a Defects Correction Certificate. 

(37) If the Final Account of Works is still unsatisfactory after it has been resubmitted, 
the Project Manager shall decide on the amount payable to the Contractor and 
issue a payment certificate. 

 
(38) If “as built” Drawings or operating and maintenance manuals are required, the 

Contractor shall supply them by the dates stated in the contract.  
 

(39) If the Contractor does not supply the Drawings and manuals by the dates stated in 
the contract, or they do not receive the Project Manager’s approval, the Project 
Manager shall withhold the amount stated in the contract from payments due to the 
Contractor. 

 
(40) A Certificate of Completion of the Works shall be issued by the LGU. The LGU 

shall invite the MDLF officer to visit the site and ensure that the project is completed 
and the certificate could be issued. The MDLF officer, if agreed, will co-sign the 
certificate as a witness. 

 
(41) The LGU shall take over the Site and the Works Within seven (7) days of the Project 

Manager’s issuing a certificate of Completion.  
 

(42) The Contractor shall supply the Project Manager with a detailed account of the total 
amount that the Contractor considers payable under the Contract before the end of 
the Defects Liability Period. 

 
(43) Within thirty days starting the day the LGU issues the takeover certificate, the LGU 

shall prepare and submit the project final report to the MDLF officer. Such a report 
will include and verify that all of the following has been done: 

a) Contract price and Bill of Quantities (BOQ) in comparison to actual cost and 
final BOQ; 

b) Approved variation orders; 
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c) Actual time schedule vs. contract time schedule; 

d) Approved time extension; 

e) Actual dates of payments to the contractor; 

f) Documentation for all quality control measures such as laboratory tests; and 

g) Special problems encountered during the implementation of the project 

h) When requested, Approved as built drawings and operation and maintenance 
manual.  

 

(44) The LGU shall be responsible of keeping the project records for internal and 
external audit for a period of at least 5 years. 

 

10.3  Administration of Goods Contracts 

 
(45) In addition to the points under section 10.1, the Project Manager shall:- 

a) check compliance with the technical specifications and arrange for inspection of 
quality and quantity; 

b) check the compliance with delivery schedule and conditions and handle delays. 
the LGU may engage an external agent for the purposes of conducting pre-
shipment inspection of Goods;  

c) authorize timely payments following the contract terms and irrevocable letter of 
credits; 

d) check maintenance guarantee  and after sales services and warranty obligations; 
e) follow the application of the  terms specified in the GCC and SCC. 
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11 Variation Orders 

 

11.1 ISSUANCE OF VARIATION OR EXTRA WORK ORDERS 
11.2 PREPARATION OF A VARIATION OR AN EXTRA WORK ORDER 
11.3 COSTING OF VARIATION OR EXTRA WORK 

11.1 Issuance of Variation or Extra Work Orders 

 
(1) The LGU may issue a Variation Order for Procurement of Works, physical Services 

from the original Contractor to cover any increase or decrease in quantities, 
including the introduction of new work items that are either due to change of plans, 
design or alignment to suit actual field conditions, within the general scope and  
physical boundaries of a project. 

 
(2) The LGU may issue an  Extra Work Order to cover the introduction of new work 

necessary for the  completion, improvement or protection of the project which 
were not included as items of work in the original contract, such as, where there 
are subsurface or latent physical conditions at the site differing materially from 
those indicated in the contract, or where there are duly unknown physical 
conditions at the site of an unusual nature differing materially from those ordinarily 
encountered and generally recognized as inherent in the work or character 
provided for in the  Contract. 
 

 
(3) An increase in the actual quantities of works implemented according to the plans 

shall not be deemed as changes and there is no need to issue a variation order; 

the increase in quantities shall be dealt with in accordance with the terms of the 

contract;  

 

(4) If any amendments, additions or changes are required during implementation, the 

contract award decision remains in force, the party that assumes supervision of 

the tender implementation must first submit a technical report to the competent 

party stating the reasons for performing the additional works, the extent of need 

for such works and their effect on the value of the contract;  

 

 
(5) It is inadmissible to change the location of implementation of works, procurements, 

installation, operation and consultative services and other services specified in the 

bidding document for which the bidding process started and all proceedings were 

finalized; 

 
(6) As an exception to paragraph (5) above, the location of implementation may be 

changed in case of utmost necessity and in the presence of strong reasons, to be 

decided by the procuring entity and the approval of the contractor, on condition 

that this change does not entail any additional financial commitment.  

 
 

(7)  Any cumulative Variation or Extra Work Order, beyond the amount specified, shall 
be subject of another contract to be tendered out if the Works are separable from 
the original contract. 
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11.2 Preparation of a Variation or an Extra Work Order 

 
(8) In claiming for any Variation or Extra Wok Order, the Contractor shall deliver a 

written notice within seven (7) calendar days of being aware of the need for the 
Variation Order, giving full and detailed particulars of any extra cost in order that it 
may be investigated at that time and failure to provide such notice shall constitute 
a waiver by the Contractor for any claim. 

 
(9) The preparation and submission of Variation or Extra Work Order shall be as 

follows: 

a) If the  Project Manager deems it necessary that a  Variation or Extra Work 
Order should be issued, he or she shall prepare the proposed order 
accompanied with the notices submitted by the Contractor, the necessary 
plans , his computations as to the quantities of the additional Works involved 
per item indicating the specific locations where such Works are needed, the 
date of his or her inspections and investigations thereon, and the log book 
thereof, and a detailed estimate of the unit cost of such items of work, 
together with his justifications for the need of such  Variation   or Extra Work 
Order, and shall submit the same to the MDLF.    

b) The MDLF shall approve the Variation or Extra Work Order, after review and 
satisfaction with the justification, plans, quantities, and proposed unit cost of 
the new items of work involved if the Variation is within limit specified above, 
or shall arrange to obtain approval from the next higher authority;  

c) The timeframe for the processing of Variation and Extra Work Orders from 
the preparation up to the approval by the LGU concerned shall not exceed 
thirty (30) days from its preparation to approval. 

 

11.3 Costing of Variation or Extra Work 

 

(10) The Contractor shall be paid for additional work items as follows –  

(a)   for additional or extra Works duly covered by Extra Work Order involving 
work items which are exactly the same or similar to those in the original contract, 
the applicable unit price of work items in the original contract shall be used; 

(b)   for new items that are not in the original Contract, the unit prices of the new 
work items shall be based on:  

(i) the direct unit costs used in the original Contract for other items (e.g. unit 
cost of cement, steel rebar, formwork, labour rate, equipment rental, etc) as 
indicated in the Contractor’s price breakdown  of the cost estimate, if  
available;  or 

(ii) fixed prices acceptable to both, the LGU and the Contractor, based on 
market prices; 

(iii) the direct cost of the new work item based on (i) and (ii) above shall then be 
combined with the mark-up factor (i.e. taxes, overheads and profit) used by 
the Contractor in his Bid to determine the unit price of the new work item.  

 
(11) Request for Payment by the Contractor for any extra work shall be 

accompanied by a statement, with the approved supporting forms, giving a 
detailed accounting and record of amount for which it claims payment and 
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such request for payment shall be included with the Contractor’s statement 
for a progress payment.  

 
(12) Under no circumstances shall a Contractor proceed to commence work 

under any Variation or Extra Work Order unless it has been approved by 
the MDLF. 

 
(13) If the contract modification leads to an increase of 5% of the contract value 

or $25,000 or more, the contractor shall provide the procuring entity with a 
performance security for the variation order according to the ratios stated in 
the contract.     

 
 

(14) The head of the Procuring Entity , in exceptions to the preceding clause 
and subject to the availability of funds, authorize the immediate start of 
work under any Variation or Extra Work Order under any or all of the 
following conditions – 

 
a) in the event of an emergency where the carrying out  of the work is required 

urgently to avoid causing damage  to public services, or damage to life or 
property or to both; or  

b) when time is of the essence provided that, 

(i) the cumulative increase in value of work on the project which has not yet 
been duly approved does not exceed the ten percent (10%) of the adjusted 
original Contract price; 

(ii) immediately after the start of work, the corresponding Variation Order  or 
Extra Work Order shall be prepared and submitted for approval of the MDLF. 

 
(11) Payments for Works satisfactorily accomplished on any Variation or Extra Work 

Order may be made only after approval of the same by the appropriate authority. 
 

(12) For a Variation or Extra order involving a cumulative amount does not exceed ten 

percent (10%) of the adjusted original Contract price, no work thereon may be 

commenced unless said Variation or Extra Work Order has been approved by the 

appropriate authority. 
  



 

 
April 2018 
  72 

12 COMPLAINTS AND APPEALS 

12.1 RIGHT TO COMPLAIN 

12.2       GENERAL REQIUERMENTS FOR PROCUREMENT RELATED COMPLIANTS 

12.3       TIMELINE AND PROCESS FOR REVIEW AND RESOLUTION OF COMPLIANTS  

12.4 SUBMISSION OF COMPLAINTS TO THE ADMINISTRATIVE AUTHORITY, DISPOSAL OF APPEALL 

12.5 FORMATION OF REVIEW PANELS 

12.6 SUSPENSION OF NOTIFICATION OF AWARD 

12.7 DISPOSAL OF APPEAL BY REVIEW PANELS 

12.8       STANDSTILL PERIOD  

      12.9      DEBRIEFING BY THE PROCURING ENTITY  
12.10    COMPLIANTS WHERE THE CONTRACT IS SUBJECT TO PRIOR REVIEW  
12.11    ROLES AND RESPONSABILITIES OF THE PROCURING ENTITY, MDLF OR LGU 

12.12    ROLES AND RESPONSABILITIES OF THE BIDDER/PROPOSER/CONSULTANT  

12.13    ROLES AND RESPONSABILITIES OF THE FUNDING PARTNER (DONOR) 

12.14    CONCLUSION OF THE STANDSTILL PERIOD AND CONTRACT AWARD 

12.5      CONTRACT AWARD NOTICE   

 
 

12.1 Right to Complain 

 
(1) Circumstances in which a formal complaint may be lodged against a Procuring Entity, 

MDLF or LGU are outlined below and are by no means exhausting all possibilities - 

(a) in the case of NCB and Request for Quotations Method-  

(i) advertisement procedures not properly adhered to; 

(ii) bid Documents not ready when the advertisement was published by the 
Procuring Entity or not available when requested by a potential Person, 
where applicable; 

(iii) failure to respond promptly to a request for clarification from a potential  
Bidder; 

(iv) technical specification that can be met by only one or a small number of 
manufacturers; 

(v) failure to hold an advertised pre-bid  meeting or to properly notify potential 
Persons of a change in the date, location, time, etc. that resulted in some 
potential Persons failing to attend the meeting, where applicable; 

(vi) failure to hold the Bid opening as stated in the Invitation for Bids or 
improper conduct at the Bid opening, where applicable; 

(vii) mishandling of Bids  received from Persons resulting in the early opening 
of one or more Bids that produces either a loss of confidentiality of the Bid 
or an actual failure to open a Bid at a public opening; 

(viii) failure to open all Bids which were received prior to the deadline for the 
submission of Bids; 

(ix) failure by the BEC to evaluate the Bids in compliance with the evaluation 
criteria stated in the Bid Documents; 

(x) any attempt by the Procuring Entity to ‘negotiate’ with the successful 
Bidder; 

(xi) perceived unfair or erroneous award of Contract; and 

(xii)  possible corrupt or collusive or similar practices. 
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(b) in the case of Requests for Proposals: 

(i) failure on the part of the Procuring Entity to maintain confidentiality  
following the opening of the envelopes containing the technical Proposals; 

(ii) opening of the financial Proposals at the same time as the opening of the 
technical Proposals; 

(iii) failure to evaluate the Proposals in accordance with the evaluation criteria 
set out in the RFP; 

(iv) attempt by the Procuring Entity to force an Applicant to revise fee rates 
during the negotiation of the Contract where price is a factor in the 
evaluation; 

(v)  perceived unfair award of Contract; and 

(vi) possible corrupt or collusive practices. 
 
 

 

12.2 General requirements for Procurement-related Complaints  

1) Complaints should be submitted by ‘interested parties.’ An interested party for 
this purpose means an actual Bidder/Proposer/Consultant seeking to obtain the 
contract at issue (including an Applicant for Prequalification/Initial Selection, if the 
complaint challenges the Applicant’s disqualification). Potential Applicants/ 
Bidders/Proposers/Consultants are also interested parties in relation to 
complaints challenging the Prequalification/Initial Selection document, request for 
bids/ request for proposals document, or any other  document of the Procuring 
entity requesting bids/Proposals or Applications.  
 

2) Complaints shall be submitted to the Procuring Entity in a timely manner.  
 

3) The content of a Complaint is subject to the following requirements. Complaints 
shall be submitted In Writing to the Procuring Entity and shall identify the name, 
contact details, and address of the complainant. In addition, the Complaint shall:  

 

a) generally identify the complainant’s interest in the procurement as defined 
under paragraph 12.2 of this  Manual;  

b) identify the specific project, the procurement reference number, the current 
stage of the procurement process, and any other relevant information;  

c) specify any previous communication between the complainant and the 
Procuring Entity  on the matters addressed in the complaint;  

d) specify the nature of complaint, and the perceived adverse impact on them; 
and  

e) state the alleged inconsistency with or violation of the applicable procurement 
rules.  

 

 
(1) The Procuring Entity shall give prompt and fair consideration to 

each Complaint that meets the requirements of the above 
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provisions of this Manual , and is submitted within the timelines 
set forth in this manual  

(2) Complaints that do not meet the requirements of paragraphs 1 to 
3 above of this section should be addressed within a reasonable 
time. If such Complaints relate to contracts subject to prior 
review by the FP, they shall be shared by the MDLF with the 
interested FP in order to determine an appropriate course of 
action.  

 

12.3 Timeline and process for review and resolution of Complaints  

The Procuring Entity shall not proceed with the next stage/phase of the procurement process, 

including the contract award, until it has properly addressed any such Complaint.  

 

 

a. Complaints challenging the terms of prequalification/initial selection documents: 

request for proposals documents, and any other document requesting Bids, Proposals or 
Applications should be submitted to the procuring entity at least ten (10) Business Days 
prior to the deadline for submission of Applications/ Bids/Proposals, or within five (5) 
Business Days after the issuing of any amended terms, whichever is later. The Procuring 
Entity shall acknowledge In Writing the receipt of the Complaint within three (3) Business 
Days, and shall review the Complaint and respond to the complainant not later than 
seven (7) Business Days from the date of receipt of the Complaint. If as a result of the 
Procuring Entity’s review of the Complaint, the Procuring Entity decides to modify the 
prequalification/initial selection, request for bids/ request for proposals, or other 
documents, the Procuring Entity shall issue an addendum, and if necessary, extend the 
application/Bid/Proposal submission deadline.  
 

b. Complaints challenging the exclusion from a procurement process prior to contract 

award should be submitted to the Procuring Entity within ten (10) Business Days following the 

Procuring Entity’s transmission to the interested party of notice of such exclusion. The 

Procuring Entity shall acknowledge In Writing the receipt of the Complaint within three (3) 

Business Days, and shall review the Complaint and respond to the complainant not later than 

seven (7) Business Days from the date of receipt of Complaint. If as a result of the Procuring 
Entity’s review of a Complaint, the Procuring Entity changes the results of the earlier 

stage/phase of the procurement process the Procuring Entity shall promptly transmit a revised 

notification of evaluation results to all relevant parties advising on the next steps.  

 

c. Complaints following transmission of the Notification of Intention to Award the contract 

(or notification of intention to conclude a FA), shall be submitted to the Procuring Entity within 

the Standstill Period. The Procuring Entity shall acknowledge In Writing the receipt of the 

Complaint within three (3) Business Days, shall review the Complaint and respond to the 

complainant, not later than fifteen (15) Business Days from the date of receipt of Complaint. If, as 

a result of the Procuring Entity’s review of a complaint, the Procuring Entity changes its contract 

award recommendation, it shall notifythe revised intent to award to all previously notified 

Bidders/Proposers/Consultants, and shall proceed with the contract award.  

 

 

12.4 Submission of Complaints to the Procuring Entity, Disposal of 
Appeal  

 

(1)  Following the transmission of the Notification of Intention to Award, a 

Bidder/Proposer/ Consultant shall submit his or her complaint within ten (10) 
business days of becoming aware of the circumstances giving rise to the 
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complaint.  
 

(2) In the first instance, the Bidder/Proposer/ Consultant shall submit his or her 
complaint to the Head of the Procuring Entity, MDLF or LGU. The Procuring 
Entity shall acknowledge, In Writing, the receipt of the Complaint within three (3) 
Business Days 

 
(3) The Procuring Entity shall consider the subject matter of the complaint and 

decide whether to reject the complaint or to implement any corrective action.  
 
(4) The Procuring Entity shall, within ten (10) business days of receipt of the 

complaint, issue a written decision to the Bidder/Proposer/ Consultant, stating 
either the reasons for the rejection of the complaint or advising what corrective 
action has been or will be taken, such as, issue of an addendum amending 
unacceptable provisions in the Bid or Proposal Documents.  

 
(5) If the Bidder/Proposer/ Consultant is not satisfied with the decision of the mayor, 

he shall submit a complaint to the Director General of the MDLF within the five (5) 
business days of receipt of the decision. 

 
(6)  the Director General of the MDLF shall, within five (5) business days of receipt of 

the complaint, consider the subject matter of the complaint and decide whether to 
reject the complaint or to implement any corrective action and shall issue a 
written decision to the Bidder/Proposer/ Consultant stating either the reasons for 
the rejection of the complaint or advising on the corrective action that has been 
taken, copying the decision to the LGU and the MDLF. 

 
(7) If the Bidder/Proposer/ Consultant fails to receive a written decision within the 

time period stated at each stage, then the Bidder/Proposer/ Consultant has the 
right to directly submit a complaint within three (3) business days from the 
expected date of receipt of written decision, to the next higher level stated above. 

 
 (8) If the Bidder/Proposer/ Consultant is not satisfied with the written decision of the 

Director General of the MDLF, he or she may pursue his or her complaint through 
the Review Panel.  

    
(9)  A Bidder/Proposer/ Consultant may complain to a Review Panel if the 

Bidder/Proposer/ Consultant has exhausted all his or her options of complaints to 
the Procuring Entity and/or MDLF. 

 
(10) The Bidder/Proposer/ Consultant may submit the complaint in a sealed envelope 

marked “CONFIDENTIAL” and addressed to the Chairperson, Review Panel, at 
MDLF’ s mailing address within five (5) business days   after receiving the 
decision of the  Director General of the MDLF under Sub-clause (8) or having not 
received any timely decisions and shall - 

(a) enclose the complaint and all supporting documents in a sealed envelope, 
which shall be opened only by the chairperson of the Review Panel; 

(b) attach a forwarding letter with the sealed envelope marked confidential, 
addressed to the DG, MDLF stating its wish to appeal to the Review Panel 
and the nature of its complaint; and 

(c) attach with the forwarding letter the complaint a refundable security 
deposit of 1% of the contract price, in the form of a Bank Guarantee in 
favor of the Municipal Development and Lending Fund; except for 
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complaints related to issues prior to the bid opening. 
 

(11) Procuring Entities and other levels of administrative authorities, dealing with 
complaints shall maintain a Complaint Register in which brief information of 
all complaints and the decision taken regarding such complaints shall be 
recorded. 

 
(12) In the case the complaint is against MDLF and the Bidder/Proposer/ Consultant  

is not satisfied with the written decision of the Director General of the MDLF, he 
or she may pursue his or her complaint through the Chairman of the MDLF Board 
of Directors who shall forward and direct the complaint to the Review Panel.  

 
 

12.5 Formation of Review Panels 

 
(1)  The MDLF shall establish Review Panels comprising of specialists as detailed in 

Sub-clause (2) for the purpose of reviewing a complaint and giving decisions.  
 
(2) For the purpose of forming Review Panels, the MDLF shall establish a list of at 

least five (5) well-known specialists as detailed below - 

(a) the Review Panels shall be constituted by taking at least one (1) member 
from each of the following three (3) groups - 

(i) well-reputed specialists in legal matters, preferably experienced in 
Procurement related legal issues which could also include retired 
senior officers from, Government and semi-Government 
autonomous bodies or corporations; 

(ii) well-reputed specialists having relevant technical expertise and 
experience in public Procurement issues relating to Goods, Works 
or intellectual and professional Services; 

(iii) well-reputed experts in Procurement and contract management 
practices having experience in handling complaints and disputes; 
provided that no active public servant shall be included in the 
Review Panel. 

(b) the specialists shall be grouped into a number of Review Panels; 

(c) each Review Panel shall have minimum of three (3)  members, one of 
whom shall be the nominated Chairperson; 

(d) the MDLF shall, with the approval of its chairman of the board of directors, 
the Minister of Local Government , appoint the Review Panel members 
and the chairperson on such terms and conditions as may be deemed 
appropriate; 

(e) depending on the nature of the complaint, the Review Panel may request 
the MDLF co-opt up to two (2) members on a case-by-case basis, out of 
the lists of specialists maintained by the MDLF. 

 
(3) The MDLF shall maintain the list of specialists and the list of Review Panels and 

they shall be made available to any interested person. 
 

(4) The Review Panels shall operate independently and the MDLF shall not be 
involved in the resolution of the complaint but shall provide logistic support to the 
Review Panel in the discharge of its functions. 
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12.6 Suspension of Notification of Award 

 
(1)  Upon receipt of a complaint, the MDLF shall select, within five (5) working days, a 

Review Panel on a rotational basis to deal with the complaint and shall pass over 
the sealed complaint to that Review Panel advising at the same time the 
Bidder/Proposer/ Consultant and the Director General of the MDLF of the action it 
has taken thereby preventing the Procuring Entity from proceeding to award the 
contract under review until a decision by the panel is issued. 

 

(2) When a complaint is being considered at any level, the Bid evaluation and 
approval process will continue, but Notification of Award shall not be issued until 
a final decision on the complaint has been received or the Bidder/Proposer/ 
Consultant does not pursue the complaint at higher administrative levels or with a 
Review Panel. 

 

(3) The suspension of Notification of Award (NOA) shall not apply if a Procuring 
Entity certifies that public interest considerations require the Procurement to 
proceed and in such cases the Mayor shall certify to this effect having obtained 
the approval of the Director General of the MDLF.  

(4) The certification, which shall state the grounds for the finding that such 
considerations exist and which shall be made a part of the record of the 
Procurement proceedings, is conclusive with respect to all levels of complaint 
except judicial review.  

 

(5) If the security deposit is not attached as per Sub-clause (1), the MDLF shall 
inform the Bidder/Proposer/ Consultant that the complaint cannot be placed 
before the Review Panel with a copy to the MUNICIPALITY.  

 

(6) Promptly after appointment, the chairperson of the Review Panel shall determine 
the working procedures to be followed in accordance with applicable procedure 
issued by the MDLF.  

 

12.7 Disposal of Appeal by Review Panels 

 
(1) The Review Panel, upon receiving a complaint through the MDLF, shall advise 

the  Procuring Entity to continue the suspension of the Notification of Award until 
such time as the findings of the Review Panel have been announced. 

(2) The Review Panel shall within a maximum of twelve (12) business days from the 
date of receipt of the complaint, shall issue its written decision, issue a decision to 
the Person with a copy to the Director General of the MDLF and the LGU.  
 

(3) Unless it dismisses the complaint as being frivolous, in which case it may forfeit 
the security deposit of the Bidder/Proposer/ Consultant, the Review Panel may 
take, either separately or in combination thereof any of the following decisions, as 
deemed appropriate - 

(a) reject the complaint, stating its reasons and suggest that a Procuring 
Entity  continue with Procurement proceedings; or 

(b) state the Rules or principles that govern the subject matter of the 
complaint and advise both parties to act accordingly; or 
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(c) advise a a Procuring Entity that it has taken action contrary to its 
obligations under the Rules; or 

(d) suggest annulment in whole or in part of a non-compliant action or 
decision of a Procuring Entity , other than any action or decision bringing 
the Procurement contract into force; or 

(e) suggest the payment of compensation by a Procuring Entity  for any 
reasonable costs incurred by the Bidder/Proposer/ Consultant, such as, 
cost of preparation of Bid Document and expenses associated with legal 
fees and other expenses incurred in lodging his or her complaint, 
including the return of the security deposit paid under Para 12.2 Sub-
clause (12) (c),  if a Procuring Entity is in breach of its obligations. or 

(f) recommend that the Procurement proceedings be terminated. 
 
(4) Decisions of the Review Panel shall be taken on majority basis. 
 
(5) The decision of the Review Panel shall be final and both parties will act upon such 

decision.   
 
(6) After the decision has been issued by the Review Panel, the complaint and the 

decision shall be promptly made available for inspection to the general public, 
provided that no information shall be disclosed if its disclosure would be contrary to 
laws of the PA, would impede law enforcement, would not be in the public interest, 
would prejudice legitimate commercial interests of the parties or would inhibit fair 
competition. 

 
(7) Any decision by a  Procuring Entity or by the Review Panel and the grounds and 

circumstances thereof shall be made part of the record of the Procurement 

proceedings. 

12.8 Standstill Period  

 
(1) To give Bidders/Proposers/Consultants time to examine the Notification of 

Intention to Award and to assess whether it is appropriate to submit a complaint, 

a Standstill Period shall apply, except in the situations described in Paragraph 3  

(2) Transmission of the Procuring Entity’s Notification of Intention to Award, begins 

the Standstill Period. The Standstill Period shall last ten (10) Business Days after 

such transmission date, unless otherwise extended in accordance with section 

12.9 Paragraph 2. The contract shall not be awarded either before or during the 

Standstill Period.  

(3) Notwithstanding Paragraph (1) there shall not be a requirement for a Standstill 

Period in the following situations:  

 

                              a. only one Bid/Proposal was submitted in an open competitive process;  

 

                              b. direct selection;  

 

                             c. call-off process among firms holding FAs; and  

 

                             d. Emergency Situations recognized by the MDLF.  
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12.9 Debriefing by the Procuring Entity  

 
(1) An unsuccessful Bidder/Proposer/Consultant has three (3) Business Days to make 

a written request to the Procuring Entity for a debriefing. The Procuring Entity 

shall provide a debriefing to all unsuccessful Bidders/Proposers/ Consultants 

whose request is received within this deadline.  

 

(2) Where a request for debriefing is received within the deadline, the Procuring 

Entity is required to provide a debriefing within five (5) Business Days, unless 

the Procuring Entity decides, for justifiable reasons, to provide the debriefing 

outside this timeframe. In that case, the Standstill Period shall automatically be 

extended until five (5) Business Days after such debriefing is provided. If more 

than one debriefing is so delayed, the Standstill Period shall not end earlier than 

five (5) Business Days after the last debriefing takes place. The Procuring Entity 

shall promptly inform, by the quickest means available, all 

Bidders/Proposers/Consultants of the extended Standstill Period.  

 

(3)  For contracts subject to prior review, the Procuring Entity shall simultaneously 

send the information on the extended Standstill Period to the interested funding 

partner.  

 
(4) Where a request for debriefing is received by the Procuring Entity later 

than the three (3) Business Day deadline, the Procuring Entity should 
provide the debriefing as soon as practicable, and normally no later than 
fifteen (15) Business Days from the date of publication of Contract Award 
Notice. Requests for debriefing received outside the three (3) Business 
Day deadline shall not lead to an extension of the Standstill Period.  

 
(5) Debriefings of unsuccessful Bidders/Proposers/Consultants may be done 

In Writing or verbally. The Procuring Entity shall not impose undue formal 
requirements that would restrict the Bidder’s/ Proposer’s/Consultant’s 
ability to receive a timely and meaningful debriefing. The Bidder/ 
Proposer/Consultant shall bear their own costs of attending a debriefing 
meeting.  

 
(6) As a minimum, the debriefing shall repeat the information contained in the 

Notification of Intention to Award, and respond to any related question(s) 
from the unsuccessful Bidder/Proposer/Consultant. The debriefing shall 
not include:  

 

a. point-by-point comparisons with another 

Bidder’s/Proposer’s/Consultant’s Bid/Proposal; and  

 

b. information that is confidential or commercially 

sensitive to other Bidders/Proposers/Consultants. 

 
(7) A written summary of each debriefing shall be included in the official 

procurement records, and copied to the interested Funding Partner for 
contracts subject to prior review  
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12.10 Complaints where the contract is subject to prior review  

 
(1) For contracts subject to prior review, the MDLF shall promptly inform the 

interested Funding Partner of any Complaints received, and shall provide for the 
Donor’s review all relevant information and documentation, including a draft 
response to the complainant once this is available.  

(2)  If the MDLF’s review of the Complaint results in:  
 

a.  a modification of the prequalification/initial selection, request for 
bids/request for proposals, or other document, 

b.  the MDLF’s changing its decision to exclude an Applicant/ 
Bidder/Proposer/Consultant   

c.  the MDLF’s changing its contract award recommendation  
d. the MDLF shall, upon confirmation by the Bank of the satisfactory 

resolution of the Complaint;  
e. issue an addendum, and if necessary, extend the 

Application/Bid/Proposal submission deadline; or  
f. promptly transmit to the interested Donor a revised evaluation report.  

 
(3)  The MDLF shall not proceed with the next stage/phase of the procurement 

process, including with awarding a contract without receiving from the interested 
Donor confirmation of satisfactory resolution of Complaint(s).  

 
(4) for Complaints challenging the prequalification/initial selection/request for 

bids/request for proposals or other such document, or challenging exclusion prior 
to award, the Procuring Entity should consult with the Funding Partner about 
which, if any, steps in the procurement process may appropriately go forward 
while the Complaint is being considered.  

 

 

 

 

12.11 Roles and Responsibilities of the Procuring Entity, MDLF 
or LGU  

 
The Procuring Entity’s roles and responsibilities with respect to Complaints covered by 
this section include the following:  

 
a.  Provide timely and sufficient information to 
Bidders/Proposers/Consultants, including through the 
Notification of Intention to Award and debriefing, so that 
Bidders/Proposers/Consultants can both understand the 
basis for the Procuring Entity’s decision and make an 
informed decision on whether to lodge a Complaint 
challenging that decision; 
 
b. Promptly acknowledge Complaints received; 
 
c. Resolve Complaints promptly and fairly; 

 
d. Preserve the confidentiality and proprietary information 
of other Applicants/ Bidders/Proposers/Consultants, 
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including commercial and financial information and trade 
secrets as requested by the 
Bidders/Proposers/Consultants in their Bids/Proposals; 
 
e. Maintain complete records of all debriefings and 
Complaints and their resolution; 
 
f. For contracts subject to prior review, inform the Bank 
promptly of any Complaint submitted and provide the Bank 
a copy of all relevant documents and information; and 
 
g. For contracts subject to prior review, consult with 
Funding Partners promptly and forthrightly throughout the 
Complaint review and resolution process. 

 

 

12.12 Roles and Responsibilities of the 
Bidders/Proposers/Consultants 

 

 
The Bidder’s/Consultant’s roles and responsibilities with respect to Complaints covered 
by this section include the following:  

 

a. Comply with the requirements of paragraph 3 of 11.2 of 
this section regarding the content of the Complaint, and 
time limits set forth;  
 
b. Be familiar with the provisions of the 
prequalification/initial selection document, request for 
bids/request for proposals document or other document, as 
well as the  Bank’s Procurement Regulations, so as to 
understand the rules governing the procurement process;  
 
c. Timely request for debriefing, if one is desired;  
 
d. Submit any Complaint within the permitted timeframe 
and to the entity/official designated for that purpose in the 
prequalification/initial selection/request for bids/ request for 
proposals document; and  
 
e. Ensure that any Complaint submitted is as specific as 
possible in explaining the Bidder’s/Proposer’s/Consultant’s 
issues or concerns, and the alleged violation of the 
applicable procurement rules (e.g., Procurement 
Regulations, request for bids/ request for proposals 
document, etc.).  
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12.13 Roles and Responsibilities of the Funding Partner (Donor) 

 
The Donor’s roles and responsibilities with respect to Complaints covered by this Manual 
include the following:  
 

a. Ensure that any Complaint addressed to the Funding 
Partner is forwarded promptly to the MDLF for review and 
resolution;  
 
b. In the case of prior review contracts, timely consider any 
action proposed by the MDLF, including, but not limited to, 
with respect to the conduct and content of a debriefing, the 
denial of a complaint; or the taking of action to correct the 
impropriety identified in the Complaint; and  
 
c. Except for acknowledging receipt of a Complaint, not to 
discuss or communicate with any 
Applicant/Bidder/Proposer/Consultant during the evaluation 
and review process, until the publication of Public Notice of 
Award.  
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12.14 Conclusion of the Standstill Period and Contract Award  

 
1) At the end of the Standstill Period, if the Procuring Entity has not received any complaint 

from an unsuccessful Bidder/Proposer/Consultant, the Procuring Entity shall proceed to 

award the contract in accordance with its decision to award, as previously communicated 

through the Notification of Intention to Award.  

2) For contracts subject to prior review, when no complaints are received by the Procuring 

Entity within the Standstill Period, the Procuring Entity shall proceed to award the 

contract in accordance with the award recommendation that had previously received the 

Donor’s no-objection. The MDLF shall inform the interested Donor within three (3) 

Business Days of such award.  

3) The Procuring Entity shall transmit the notification of award to the successful 

Bidder/Proposer/ Consultant, or in the case of a FA, notification to conclude the FA with 

the selected Bidders/Proposers/Consultants, along with other documents as specified in 

the request for bids/request for proposals document for the contract.  

4) If the Procuring Entity does receive a complaint from an unsuccessful 

Bidder/Proposer/Consultant within the Standstill Period, the Procuring Entity shall not 

proceed with the contract award (or conclusion of a FA), until the complaint has been 

addressed, as set forth in this Manual. 

5) For contracts subject to prior review, the MDLF shall not proceed with contract award 

without receiving the FP’s confirmation of satisfactory resolution of complaint.  

 

12.15 Contract Award Notice  

 

6) For all contracts, whether subject to prior review or post review, MDLF/LGU shall 

publish a public notice of award of contract (Contract Award Notice) within 10 (ten) 

Business Days from the Procuring Entity’s Notification of Contract Award to the 

successful Bidder/Proposer/Consultant.  

 

7) The Contract Award Notice shall include, at a minimum, the following information as 

relevant and applicable for each selection method:  

 

a. Name and address of the Procuring Entity  

 

b. name and reference number of the contract being awarded, and 

the selection method used;  

 

c. names of all Bidders/Proposers/Consultants that submitted 

Bids/Proposals, and their Bid/Proposal prices as read out at 

Bid/Proposal opening, and as evaluated;  

 

d.  names of all Bidders/Proposers/Consultants whose 

Bids/Proposals were rejected either as nonresponsive or as not 

meeting qualification criteria, or were not evaluated, with the 

reasons therefore; and  

 

e. the name of the successful Bidder/Proposer/Consultant, the final 

total contract price, the contract duration and a summary of its 

scope.  
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8) The Contract Award Notice shall be published on the Procuring Entity’s website with free 

access, or, if not available, on MDLF’s Website. In the case of international competitive 

procurement, the Contract Award Notice shall also be published by MDLF in UNDB 

online. For contracts subject to prior review, the Funding Partner will arrange the 

publication on its external website upon receipt from the MDLF of a conforming copy of 

the signed contract.  
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13 MAINTAINING RECORDS OF PROCUREMENT 

 
(1) To assist in carrying out its Procurement monitoring responsibilities and make it 

possible for meaningful Procurement Post Reviews and Audits to take place, 
procuring Entities shall maintain records and Documents regarding their 
Procurement activities for a minimum period of five (5) years.  

 
(2)  The Procurement activity record shall be maintained from the beginning of 

procurement up to the completion of contractual liabilities.  
 
(3) The records of Procurement of Goods, Works, Consulting and Non Consulting 

Services made through each contract   shall be maintained separately. 

(4) In case of more than one contract falling under a particular package, the files or 
records shall be systematically maintained on each contract basis and arranged or 
grouped together on the basis of each package. For example, if one package of 
goods consists of 3 lots and for each lot a separate contract has been concluded, 
then there should be three files for 3 contracts and papers relating to each contract 
shall be maintained in the relevant contract files. All the three contract files relating 
to the particular package shall be maintained together as a group or package. If in 
a goods package, say package no G1 there are 3 contracts then the contract files 
shall indicate as G1: Contract - 1 (3), G1: Contract 2 (3), G1: Contract 3 (3). All the 
3 contracts shall be serially maintained under one package. The file number may 
include ---/----/Procurement/ G1: Cont-1 (3)/2009-11. The indicated years are the 
file opening and closing years.  

(5) The file should be opened indicating the year when it is opened and the year when 
it should be closed. In other words it should include year of commencement and 
year of completion of contractual obligations.  

(6) A particular Contract file may have more than one part file. Part file shall be 
indicated in the file number as part-1, part-2 say for example: -----/-------/G1: Cont.1 
(3) part-1/2009 -11. 

(7) The checklist of records format shall be placed at the top of every file whether it is 
a part file or not. The format of the checklist should be filled in stating the records 
maintained in a particular file. Where part file is opened, some of the columns of 
the checklist of records will remain blank concerning the records not maintained in 
a particular part file.  

(8) The concerned Procurement officer should indicate in writing in the format in which 
part file or main file the records appearing blank are available.  

(9) The pages of the file shall be numbered serially. The entire file should be 
preserved in a manner so that no page should miss. The pages in the file should 
be bounded if possible. 

(10) The attached format and the records mentioned therein shall be placed as part of 
the records on top of the papers of each file. 

(11) The file shall be given a number and maintained systematically so that it can be 
located immediately whenever required 

(12) The file shall have a title page. The title shall mention the project name object of 
Procurement package number etc. An example of a title page of a file is attached. 
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File no : ………………./……../ G1: Cont. 1(3) Part 1/2009-11 
 
Date of opening  : 2009 
Date of closing  : 2011 

 
 
 
 
 

Subject :  Procurement of Goods  
 
 
 
 
Package no  :  G1 
 
Contract no  :  G1: Cont.(1)(3) 
 
 
Advertisement No ………………………………date……………. 
 
Specify object of Procurement and quantity ……………………………… 
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Records and Documents to be maintained 

 
Description (object  
of Procurement) : 
Package No. : 
Contract No. :  
 

Sl 
No. 

Minimum Records and documents to the 
maintained 

 

State briefly 
where 

appropriate or  
state yes or no 

Refer: col-2. 

Reference of file 
page no/part file 

no 
Refer;Col-3 

Date (where 
possible) 

1 2 3 4 5 

01 Brief description of Goods / Works and 
physical Services, intellectual and 
professional Services.  

   

02 Method of Procurement used (State if ICB, 
NCB, Direct Procurement Method, Request 
for  Quotations Method etc), Force Account 

   

03 Justification for choosing a method other 
than open Bidding with the level of 
approval obtained (State method 
adopted/authority approving the method or 
sub-method) 

   

04 An invitation for pre-selection, if any    

05 Copies  of the published advertisements for 
pre-selection, if any 

   

06 A copy of EOI or other solicitation 
documents  

   

07 Records of selection of short listed 
Applicants.   

   

08 Invitation for Bids/Letter of Invitation with 
copy of Advertisement  notice in 
newspapers, if any 

   

09 Documents regarding sale of bid    

10 Clarification issued, if any, and to whom 
addressed  

   

11 Addendum issued    

12 Names and addresses of the Bidders/ 
Consultants that submitted Bids/                
quotations/proposals  

   

13 List of persons present during bid opening, 
date and place of opening  

   

14 Minutes of the Bid opening     

15 Bid, Quotation or Proposal/ documents 
submitted by each Bidder/Consultant  

   

16 Evaluation criteria stipulated and applied    

17 Report on Bid, Proposal or Quotation 
evaluation including comparison sheet 

  

 

 

18 Records of approval of the BEC/PEC 
recommendations.  

   

19 Name and address of the Bidder to whom 
the contract was awarded 

 
  

20 Notification of Award    
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Sl 
No. 

Minimum Records and documents to the 
maintained 

 

State briefly 
where 

appropriate or  
state yes or no 

Refer: col-2. 

Reference of file 
page no/part file 

no 
Refer;Col-3 

Date (where 
possible) 

21 The amount of contract price     

22 Contract documents     

23 Copy of performance guarantee document 
with date  and no. 

   

24 Delivery/acceptance documents/reports for 
goods 

   

25 Completion report of Works and Services 
Number of lots delivered/ assignments 
completed  

   

26 Location of delivery of goods/completion of 
Works 

   

27 Information on any decision to suspend or 
cancel proceedings after initiation  

   

28 Documents in respect of any complaints to 
administrative authority with decision of the 
appropriate authority/Secretary 

   

29 Appeal to Review Panel 
Appeal petition to Review Panel 

   

30 Payment of registration fee for appeal.    

31 Constitution of Review Panel by the MDLF    

32 Decision of the Review Panel with report    

33 Compliance of the decision of the Review 
Panel, if any 

   

34 Records of payment against  
bills/invoices  

   

35 Bill of quantities for Works/measurement 
book submitted 

   

36 Bill passing orders    

37 Bill payment records    

38 Mode of payment : cheque, cash etc.    

39 Acknowledgement of receipt of payment by 
Bidder/Consultant  

   

40 All correspondences with Bidders 
(Important correspondences) 

   

41 Received Complaints and decisions made     
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14 APPENDIX 1 

14.1 Total Procurement Plan (To be prepared by the MDLF) 

 

This part identifies the packages for Goods, Works, Consulting and Non Consulting 
Services that are required. It identifies each Procurement package, giving it a unique 
code and considers the expected cost of the package, as well as the anticipated dates 
when the Procurement package will be supplied. This Table may be used in MIS which 
could be used later for monitoring. 
A separate Schedule, completed as shown below, should be provided for Goods, Works 
and Services. 
 

Col 

No 

Activity Note 

 1 Package Number In ascending numerical order. 

(e.g. GD1, GD2, GD3; WD1, WD2, WD3; or SD1, SD2, SD3 etc) 

2 Description of 

Procurement Package 

Brief description of the Procurement package, expressed in 
quantifiable terms.  

3 

4 

Unit 

 Quantity  

The unit of supply. (e.g. 1, set, sqm, lump sum) 

The quantity of the unit required (e.g. 1,2,3 etc; or 1,500 etc) 

5 Procurement Method 

& Type 

Procurement Method (e.g. ICB, NCB, RFQ etc.) 

6 Prior/post review State here the approving authority that gave approval to the Bid / 
Proposal Evaluation Report. 

7 Source of Funds Source of Funds (IDA, KFW, AFD ,EU etc) 

8 Estimated cost 

 

Express the anticipated cost  092382351/2 

 

9 Advertise (services)  
Advertise Expression of Interest  

10 

 

 
 

10 

Invitation for Bid  

For Goods 
 

For Works 
 

Issue RFP For Services 

State the anticipated date when the Advertisement will be placed and 
when the Bid Document will be ready for issue. 

 

 

For Services this is the issue date of the RFP 
 

 

11 Opening of Bid  
(Goods & Works)   

Opening of Technical 
Proposal (Services) 

State the anticipated date when the Contract will be signed 

12 

 
 

12 

Evaluation of Bid 
(Goods & Works)  
 

Evaluation of Technical 
Proposal (Services) 

The date for each activity will automatically be calculated and appear in 
the “Planned Dates” box 

13 

 

13 

Approval of Award 
(Goods &Works) 

Financial Proposal 
Opening & Evaluation 
(Services) 

Anticipate the time of approval from the Approving Authority  
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14 

 

 

14 

Notification of Award 
(Goods & Works) 

 

Negotiation (Services) 

Now determine the number of days needed for the NOA  

 

 

Now determine the number of days needed for Negotiations  

15 

 

 

 

15 

Signing of Contract  
(Goods & Works) 

 

 

Approval (Services) 

Now determine the number of days it is expected that each activity will 
take place and enter the time for that activity in the relevant “Planned 
Days” box. Use the Public Procurement Processing & Approval 
Procedures (PPPAP) to determine the minimum dates applicable to 
each Procurement package method. 

16 

 

 

 

Time for Completion of 
Contract (Goods,  
Works and Services ) 
 

 

Planned Dates & Planned Days 

For each Procurement package, consider the Date on which the 
Goods, Works or Services are required to be completed and enter the 
date in Planned Dates. 
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14.2 TOTAL PROCUREMENT PLAN (TO BE PREPARED BY THE LGU ) 

 

Time bound Procurement assists a Procuring Entity to effectively plan its Procurement 
requirements and is an important and useful tool used to monitor the progress of 
Procurement (a) to ensure that it does not go astray; (b) to ensure that early problems 
with slippage can be dealt with promptly; and (c) can form a useful Annual Plan for 
Procurement. 
 
A separate Schedule, completed as follows, should be provided for Goods, Works, 
Consulting and Non Consulting Services. Also a separate schedule should be used for 
Development or Revenue Budget. 
 

Col 

No 

Activity Note 

1 

2 

 

3  

4 

 

5 

 

Package Number 

Description of 

Procurement Item 

Estimated Cost 

Selection method 

 

Expression of Interest  

 

 

 To be copied from the Total Procurement Plan for  

Program for those packages approved by the MDLF 

Preliminary cost prepared by the LGU 

ICB, NCB, RFQ, DC, FA or selection of consultants  

 

For consultancy services only, Set the date for the advertisement  

Insert proposed date for the advertisement or issue of the RFP  

 

 

6 
[ 

 

 
 

6 

 

 

Invitation for Bids 

For Goods 
 

For Works 

 
 

Issue RFP For Services 

Insert proposed dates  

 
[ 

 

 

Determine the time it will take from issue of EOI, receiving 
responses, evaluation and approval to Issue of RFP date 
(Applies only to Services) 

7 

 

7 

Notification of Award 
(Goods & Works) 

Negotiation (Services) 

Set the date for the Notification of Award   

 

Set the deadline for concluding the  Negotiations  

8 

 

 

 

 

Time for Completion of 
Contract (Goods , 
Works&  services ) 

 

Planned Dates  

For each Procurement package, consider the Date on which the 
Goods, Works or Services are required to be completed and 
enter the date in Planned Dates  
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14.3 MDLF Procurement Plan 

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 

Pk

g 

#. 

Description of 

services/goods/wo

rks Unit 

Quan

tity 

Procu

remen

t  

Metho

d 

Revie

w 

(Prio

r / 

Post) 

source 

of 

Funds 

Estimate

d Cost 

(US$) 

adverti

se 

Express

ion of 

Interest 

IFB/RFP 

Submissi

on Date 

opening 

date 

evaluati

on of 

bids/pro

posals  

appr

oval  

notific

ation 

of 

award 

signi

ng of 

contr

act 

contra

ct 

compl

etion 

                                

  Goods                             

1                               

2                               

3                               

                               

1                               

2                               

3                               

  Services                             

1                               

2                               

3                               
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14.4 Municipal PROCUREMENT PLAN 

 

Pkg 
#. 

Description of 
services/goods/work

s 

Estimate
d Cost 
(US$) 

Selectio
n 

Method 

Date 
of EOI 

IFB/RFP 
Submis

sion 
Date 

Date 
of 

award 

Indicativ
e 

completi
on dates 
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15 Annexes 

Annex 1-     Shopping – Sample Quotation Evaluation Report 

Annex 2-     Sample REQUEST for QUOTATIONS- GOODS/  

Annex 3-     Sample Request for Quotations – MINOR WORKS 

Annex 4      Sample Letter of Bid  
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15.1 Annex 1– Sample Quotations Evaluation Report for shopping 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Evaluation Report 
and 

Recommendation for Award of 
Contract 

 
 
Name of Project:  Municipal Development Program 
  
Grant No.:   {To be added by the MDLF} 
 
Name of funding Agency 

 

Contract Name:    
  
  
Identification Number:     
  
Date of Submission:    
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Table of Contents 
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Annex: Technical Compliance sheet 
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Table 1.  Identification 
 

 

1.1 Name of Borrower The PLO on Behalf of the PA    

1.2 Name of Donor and Credit/Grant 
number 

{To be added by the MDLF} 

1.3 Date of effectiveness {To be added by the MDLF} 

1.4 Closing date 

(a) original 

(b) revised 

{To be added by the MDLF} 

1.5 Name of sub-project  

1.6 Purchaser () 

(a) name 

(b) address 

{ MDLF or LGU} 

1.7 Contract number (identification)  

1.8 Contract description  

1.9 Cost estimate  

1.10 Prior review required Yes /No   

1.11 Cofinancing, if any: 

(a) agency name 

(b) percent financed by 
agency 

 

  

  

 

 

Table 2.   The Process 
 
 

2.1 General Procurement Notice 

             (a) first issue date 

             (b)   latest update 

{To be added by the MDLF} 

2.2 Standard Quotation  Document 

 (a) date of MDLF’s no-objection 

 (b) date of issue to bidders 

 

2.3 Number of firms invited  

24 Amendments to documents, if any 

  (a) list all issue dates 

  (b) date(s) of Bank’s no-
objection 

N.A 

1.   2.   3.   

1.   2.   3.   

25 Date of pre-quotation conference, if 
any 

  

  2.6 Date minutes of conference sent 
to bidders 
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Table 3.  Quotation Submission and Opening 
 
 

   3.1 Quotation submission deadline 

(a) original date, time 

(b) extensions, if any 

 

3.2 Quotation opening date, time  

3.3 Record of quotation opening, date 
sent to  MDLF 

 

3.4 Number of quotations submitted  

3.5 Quotation validity period (days or 
weeks) 

(a) originally specified 

(b) extensions, if any 

 

 

 

30 days 

 

 
 



 

 
April 2018 
  99 

Table 4.  Quotation Prices (as Read Out) 
 

Quotation Price(s) Modifications or 

Name City/State or Province Currency(ies) Amount(s)1 or % Comments2 
(a) (b) (d) (e) (f) 

     

     

     

     

 

 

Table 5.  Preliminary Examination 
 
 

Bidder Verification Eligibility Quotation 
Security, if 
requested 

Completenes
s of 

Quotation 

Substantial 
Responsiveness 

Acceptance for 
Detailed Examination 

(a) (b) (c) (d) (e) (f) (g) 

       

       

       

       

 

 
 

                                                
1
 Prices read out are total price for each item 
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  Table 6.  Corrections and Unconditional Discounts 
 

 

 
Bidder Read-out Quotation 

Price(s) 
Corrections Corrected 

Quotation 
Price(s) 

Unconditional 
Discounts 

Corrected/ 
Discounted 
Quotation 
Price(s) 

 Currency(ies) Total 
Amount(s) 

Computati
onal Errors 

Provisional 
Sums 

 Percent Amount(
s) 

 

(a) (b) (c) (d) (e) (f) = (c) + (d) - 
(e) 

(g) (h) (i) = (f) – (h) 
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 Table 7.  Proposed Contract Award 
 

1. Lowest evaluated responsive bidder 
(proposed for contract award). 

(a) name 

  (b) address 

 

2. If quotation submitted by agent, list 
actual supplier. 

(a) name 

  (b) address 

 

   4. Principle country(ies) of origin of 
goods/materials. 

 

      5. Estimated date (month, year) of 
contract signing. 

 

6. Estimated delivery to project 
site/completion period. 

 

   

7. Quotation Price(s)    

8. Corrections for Errors   

               9. Discounts   

              10. Other Adjustments   

              11. Proposed Award   

12. Disbursement Category  
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15.2 Annex 2- Sample REQUEST FOR QUOTATIONs- Goods 
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قرإض إل هيئات إلمحليةصندوق تطوير وإ   
Municipal Development and Lending Fund 

(MDLF) 
 
 

بضائع -إستدرإج عروض أسعار   
 
 

العقد:______________________رقم   

 رقم المنحة:____________________
إصدار اإلستدراج :_____________ ختاري  
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 دعوة إستدرإج عروض أسعار
 بضائع

______________________رقم العقد:  

 رقم إلمنحة:____________________
_____________إصدار اإلستدراج: ختاري  

____________________: حضرات السادة  
 : أسعار من اجل تزويد المواد التاليةانتم مدعوون لتقديم عروض  .1

( ______________________________ أ  
( ______________________________ ب  
(______________________________ ج  
(_______________________________د  

قراض  -حصلت منظمة التحرير الفلسطينية لصالح السلطة الوطنية الفلسطينية .2  على منحة من -هيئات المحليةالصندوق تطوير وا 
مؤسسة التنمية الدولية لتمويل مشروع تطوير البلديات، البنك األلماني للتنمية، الوكالة  -مجموعة من الشركاء الممولين )البنك الدولي

اهمة السلطة الوطنية ( باألضافة الى مسالفرنسية للتنمية، الحكومة الدنماركية، الحكومة السويدية، الوكالة األلمانية للدعم الفني
 . الثالث تطوير البلديات % من تكلفة المشروع لتمويل مشروع10الفلسطينية بنسبة 

في إطار مشروع تطوير البلديات الثالث، حصلت بلدية ________________________________ على منحة فرعية من  .3
قراض الهيئات المحلية )المتلقية للمنحة( لتنفيذ  مشروع_____________________________وتنوي صندوق تطوير وا 
العقد الذي من أجله تم إصدار هذه الدعوة لتقديم عروض  استعمال جزء من أموال هذه المنحة الفرعية في عمل دفعات بموجب

 أسعار.    

 (إلمطّبق غير إلخيار ويلغىأن تختار إلهيئة إلمشترية )إلبلدية( وإحدإً من هذين إلخيارين  يجب)  .4

كم تقديم عرض أسعار لواحد أو أكثر من البنود الواردة ضمن هذه الدعوة وسيتم تقييم عروض األسعار لكل بند يمكن ( أ
 أوتقدم بأقل سعر مقّيم لكل بند. الذي  الموردعلى حدة وسيتم  ترسية   عقد منفصل على 

األسعار لكل البنود معا وستتم  يجب تقديم عرض سعر لكل البنود الواردة ضمن هذه الدعوة. سوف يتم تقييم عروض  ( ب
 بأقل األسعار المقّيمة لكل البنود. تقدم الذيالمورد  ترسية   العقد على

 : يجب تقديم عرض أسعاركم وفق النموذج المطلوب )أمر الشراء( وتسليمه إلى العنوان التالي .5

______________________________________ 

______________________________________  

 رقم الهاتف: ______________________________

 الفاكس:_________________________________
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E-mail :---------------------------------------------------- 
 

جات والمواد يجب تقديم عرضكم على نسختين وبـاللغة _________ )أدخل اللغة(، وأن يرفق معها وثائق فنية كافية وكذلك الكاتالو  .6
المطبوعة التي تحتوي على معلومات عن كل مادة تم تقديم سعر لها وباللغة ___________ ) أدخل اللغة ( ويشمل أسماء 

 وعناوين الشركات التي ستقوم بتزويد خدمة ما بعد البيع والصيانة في مناطق السلطة الوطنية الفلسطينية.

 
هو  5يكون الموعد النهائي الستالم عروض األسعار من قبل الهيئة المشترية على العنوان المشار إليه في الفقرة  .7

 ._________________ 

 
أو عن طريق الفاكس أو البريد  كلمة عرض أسعار يظهر عليه بوضوحتقديم عرضه في مظروف مختوم الخيار بالعرض لمقدم  .8

 اإللكتروني.
 

واحـد سـواء كـان بشـكل مســتقل او بـاالئتالف مـع أطـراف محليــة أو  عــرضعمليـة شـراء بـاكثر مـن ايــة  المشـاركة فـي للمـوردال يجـوز  .9
 .أجنبية أو كليهما

 

نرجو توقيع . (1رقم)  يجب تقديم عروض أسعاركم حسب التعليمات التالية وكذلك اعتمادًا على شروط التوريد المبينة في المرفق .10
 . فقات أمر الشراء ومن ثم إعادتها إلى الهيئة المشتريةخطاب تقديم عرض االسعار مر 

بعملة ___________________ على اساس وجهة البضائع: أي على أساس  يجب أن تقدم عروض األسعار :إألسعار (أ 
EXW  .أو المعرض باالضافة إلى تكاليف التوصيل للوجهة النهائية المبينة في شروط التوريد 

بشكل جوهري  والمستجيبأقل سعر مقّيم مقدم العرض المؤهل ذو  المورد ستتم الترسية على :إلترسية و إألسعار تقييم (ب 
تقييمه حسب معايير  بعد للمواصفات الفنية والمتطلبات األخرى والذي يطابق المقاييس للقدرات الفنية والمالية المطلوبة

جميع الضرائب والرسوم الجمركية وتكلفة النقل ولكن السعر المقدم يشمل و  اإلضافية المبينة في الفقرة )ه( ادناه التقييم
 . بشكل منفصل إن أمكن

 :يلي كما الحسابية األخطاء  بتصحيح ةتقوم الهيئة المشتري  سوف :إلحسابية إالخطاء تصحيح (ج 

 بالكلمات؛ المبالغ تسود سوف الكلمات، وفي األرقام في المبالغ بين تناقض هناك يكون  حيث .1

جمـالي الوحــدة سـعر بــين تنــاقض هنـاك يكــون  حيـث .2 ضــرب ســعر الوحـدة فــي الكميــة،  نتيجـة الســطر نفـس علــى البنــد وا 
 يعتمد سعر الوحدة كما تم عرضه؛   سوف

ســتثناء .3  يــتم فإنــه الوحــدة ســعر فــي خاطئــة بطريقــة وضــعت قــد العشــرية الفاصــلة أن التقيــيم لجنــة رأت إذا هــذا علــى وا 
 المجمـوع تصـحيح ثـم ومـن اإلجمـالي خانـة فـي الموجـود اإلجمـالي السـعر تصـحيح يـتم بالتـالي و الوحـدة سعر تصحيح
 الكلي

 النســخة فــي ورد بمــا يؤخــذ األخــرى  النســ  و األصــلية النســخة بــين األســعار أو المعلومــات فــي تنــاقض أي ظهــر إذا .4
 األصلية
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أو كان سعر الوحدة رقما غير  البند، لهذا الوحدة سعر بتدوين ومبكتابة إجمالي المبلغ لبند ما دون أن يق الموردقام  إذا .5
 واضح. فيتم إحتساب سعر وحدة لهذا البند من قسمة إجمالي المبلغ على كمية البند.

سواء بالخصم أو الزيادة كمبلـغ مقطـوع، يـتم إحتسـاب هـذا المبلـغ كنسـبة مـن السـعر  عرضهتعديال على  الموردقدم  إذا .6
 قبل التصحيح وا عتمادها كخصم أو زيادة. االجمالي

إذا رفــض  وم لجنــة التقيــيم بــإجراء جميــع التعــديالت علــى األســعار دون التشــاور مــع المنــاقل لتبريــر مبلــغ التعــديل.تقــ .7
 إقــرار خطــاب فــي عليهــا نصــولقبــول التصــحيحات، ســوف يــتم رفــض عــرض ســعره وتطبيــق اإلجــراءات الم المــورد

    )ان كان مطلوبا(. الضمان

يومًا من تاري  استالم العروض المبين في  30 عاركم صالحة لمدةيجب أن تكون عروض أس :إلعرض مفعول سريان  (د 
 . من هذه الدعوة لتقديم العروض  7الفقرة 

 التوريد. الشروط األخرى المبينة في شروط (ه 

 .)إن وجدت على إلهيئة إلمشترية تحديد معايير إلتقييم إالضافية)اإلضافية:  معايير التقييم (و 

 

 
 
 

 :تختار وإحدإً من هذين إلخيارين ويلغى إلخيار غير إلمطّبق( إلهيئة إلمشترية )إلبلدية( إن على) :إلبديلة إألسعار عروض .11
. سوف واحدسعر  عرضأن يتقدم باكثر من  للموردال يجوز  لن يتم النظر في  عروض األسعار البديلة )الخيارات(. أ( 

 يتم رفض عروض االسعار التي تخالف هذه القاعدة.

 مقّيمً  سعر أقل ذو المستجيبالعرض  مقدمفقط من المورد  عروض األسعار البديلة )الخيارات(سوف يتم النظر في   ب( 

 ، وعلى المورد ان يحدد العرض االساسي من العرض البديل.فقط

أو إنقال الكمية  زيادةترسية العقد  عند المشترية لهيئةل يحق (التنطبق كانت إن إلفقرة هذه حذف)إلبلدية(  إلمشترية إلهيئة على) .12
 او الوحدة سعر تعديلودون  األصلية الكمية% من 25بنسبة ال تتجاوز  الدعوة هذه ضمن الواردة البنود من أكثر أو لواحدالمطلوبة 

 .التوريد شروط

  

 هذذه حذفإلمشترية )إلبلدية(  إلهيئة على) Quotation Securing Declaration:  إالسعار عرضضمان  إقرإر خطاب .31
 لهـذه المرفـق النمـوذج حسـب العرض ضمان اقرارخطاب  االسعار عرض مع يرفق ان المورد على يجب(: التنطبق كانت إن إلفقرة
 في أي من الحاالت اآلتية: العرضتفعيل إجراءات العقوبات الواردة في اقرار ضمان بالمشترية القرار  الهيئةتتخذ  .الدعوة

 .العروضبعد الموعد النهائي لتقديم  العرضتعديل أو سحب المورد بقيام  .أ 

 .)ج( اعاله-31عرضه حسب الفقرة في  ةقيام اللجنة بتصحيح األخطاء الحسابية الوارد الموردرفض  .ب 

 المشترية. الهيئةخالل المدة التي تحددها  أمر الشراء التوقيع بقبولالفائز  رفض المورد .ج 

 المشترية. الهيئةالمدة التي تحددها خالل  )إن كانت مطلوبة(بتقديم كفالة حسن  الفائز الموردعدم التزام  .د 
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 :من المعلومات من مزيد على الحصول يمكنكم .14
_________________________________ 
________________________________ 
     رقم الهاتف: ______________________________
 الفاكس:_________________________________

E-mail------------------------------------------------------ 
 
 
 

 عرض تقديم في عدمها أو برغبتكم إبالغنا نرجو وكذلك االلكتروني البريد او الفاكس طريق عن الدعوة هذه استالمكم تأكيد نرجو .15
 . ايام ثالثة خالل سعر

 مع الشكر

وتوقيع الهيئة المشترية:_____________________اسم   
 ]إلتوقيع، إسم ووظيفة إلمسؤول إلمفوض[
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 مسودة أمر الشراء
 

__________________________________: رقم أمر الشراء  
________________________________ :تاري  طلب الشراء  
___________________________________ :اسم الهيئة المشترية  

_________________________ :العنوان البريدي الكامل للمشتري   
 رقم الهاتف:
: رقم فاكس  
توريد _____________________________________: الموضوع  

_________________________________)أدخل اسم وعنوان المورد( : إلى  
: السادة المحترمين  

من أجل تزويد البضائع المشار اليها أعاله بمبلغ _________بتاري _________ لقد تم قبول عرض أسعاركم رقم
. ألمر الشراء هذا 1____________ حسب الشروط المشروحة في المرفق رقم   

. يرجى اتمام توريد البضائع المطلوبة وفق الشروط التي تضمنها ملحق هذا األمر  
ايام  10كما نرجو تزويدنا خالل . أيام من تاري  استالم أمر الشراء 10يًا باستالم وقبول أمر الشراء خالل الرجاء اعالمنا خط

 بضمان حسن تنفيذ بالمبلغ والعملة والصالحية المحددة في شروط التوريد )ان كان مطلوبا(. 
 وتفضلوا بقبول فائق االحترام

 إلهيئة إلمشترية             
وظيفة إلمسؤول إلمفوض[]إلتوقيع، إسم و   
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: عرض إألسعار1مرفق رقم   

 شروط التوريد 1.5.51

___________________________:اسم المشروع  
____________________:الهيئة المشترية   

_____________________________رقم الخدمة: ____________________المرسل إليه  
 : األسعار وجدول التسليم .1

 

سعر  الكمية الوحدة البيان الرقم
 المجموع *الوحدة

: موعد التسليم
 __________________

 )اذكر المدة(

1        

2        

3        

  المجموع الكلي باليورو

  قيمة الضريبة المضافة باليورو

  المجموع الكلي باليورو شامل قيمة الضريبة المضافة باألرقام و الكلمات

في حال وجود تعارض بين سعر الوحدة ومجموع سعر الوحدة يشمل السعر تكاليف النقل الى الموقع او المخازن )مالحظة :
 المشتق، فإن سعر الوحدة هو الذي سيعتمد(.

 
 قطع الغيار: حسب المواصفات الفنية.  (أ 
 األدوات واللوازم اإلضافية: حسب المواصفات الفنية.  (ب 
 الكاتالوجات: التزويد بكاتالوجات.  (ج 
 متطلبات الصيانة: حسب المواصفات الفنية.  (د 

 : تكون األسعار المشار إليها أعاله ثابتة وليست عرضة ألي تغيير او تعديل خالل مدة تنفيذ العقد.إلسعر إلثابت .2

 يتم توريد البضائع إلى العنوان التالي:    .3
______________________________________ 
______________________________________ 

: يجب أن يتم التسليم حسب البرنامج المشار إليه أعاله على أن ال يتجاوز _________  يوم من تاري  أمر موإعيد إلتسليم .4
 الشراء. 
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يوم تقويمي من  33ل سيتم دفع قيمة العقد بالعملة او العمالت المبينة في عرض األسعار الخال بالمورد الفائز وذلك خالإلدفع:  .5
 تاري  استالم البضائع وبعد تقديم فاتورة مدعمة بشهادة قبول البضائع من قبل الهيئة المشترية.

 
شهادة خصم من المصدر أو االلتزام باقتطاعات ضريبة الدخل حسب النماذج المعدة لذلك عند كل  إحضاريتوجب على المورد 

 دفعة حسب التعليمات الصادرة عن وزارة المالية بهذا الخصول. 
 (. وعلى المورد تقديم فاتورة ضريبية عند تقديمه مطالبه مالية VAT) المضافة القيمةمالحظة: المشروع شامل  لضريبة 

شهر على أألقل من تاري  التسليم  22يجب أن يتم تغطية البضائع المقدمة عن طريق ضمانة وكفالة المصّنع لمدة انة: إلضم .6
 إلمطلوبةفترة إلضمان  تحديد)على إلجهة إلمشترية للهيئة المشترية أو حسب ما هو مذكور في المواصفات الفنية المرفقة. 

  (.بالتفصيل وشروطها

 (.إلوصف تدخل إلمشترية إلهيئة): تسويقتعليمات إلتغليف وإل .7

 (إلوصف تدخل إلمشترية)إلهيئة : إلمطلوبة إلفنية إلموإصفات .8
 وصف عام.   ( أ)
 مواصفات فنية وتفاصيل محددة.   ( ب)
 معايير األداء.  ( ت)

يؤكد المورد التزامه بالمواصفات المشار إليها أعاله )في حال انحرافه عن المواصفات ، عليه وضع قائمة بهذه باإلنحرافات(.         
 
 

:  يمكن للهيئة المشترية أن تلغي أمر الشراء إذا فشل المورد في تسليم البضائع حسب الشروط والمدة المشار إلفشل في إألدإء .9
 يومًا من قبل الهيئة المشترية، وبدون جلب أي مسؤولية قانونية على نفسها تجاه المورد. 22بالرغم من إعطائه مهلة إليها أعاله 

في حال أخفق المورد في تسليم جميع السلع المطلوبة، أو أي منها، في موعد )مواعيد( التسليم المحددة في : إلتأخير غرإمات .23
للسلع المتأخرة أو الخدمات  18% بالنسبة لسعر التسليم2من قيمة العقد كغرامات تاخير، العقد، يحق للهيئة المشترية حسم مبلغ 

%(. وفي حالة الوصول إلى 23غير المنفذة عن كل أسبوع تأخير أو جزء منه حتى يتم تسليمها أو تنفيذها الفعلي وبحد أعلى )
 %( يحق للهيئة المشترية فس  العقد.23الحد األعلى )

ما كانت ضرورية وال تطلب عادة في إلمشتريات إلصغيرة وإلتي ال تحتاج إلى  إذ تحدد إن إلبلدية على): ذضمان حسن إلتنفي .11
 كفالة مصرفية" ألشراء أمرأيام من تسلم "23يجب أن يتقدم صاحب العرض الفائز إلى الهيئة المشترية خالل  فترة تسليم طويلة(.

ويجب أن تبقى كفالة حسن  وطبقا للنموذج المرفق )نموذج ضمان حسن التنفيذ(. الشراء أمر%  من قيمة  23ضمان حسن التنفيذ بمبلغ ل
 . الشراء أمر في عليها المنصول التسليم فترة( يوما بعد تاري  انتهاء 22عشرين )و قل عن ثمانية تحة لمدة ال التنفيذ صال

غرامات التأخير أو فس  العقد إذا كان  دفعالمورد لمصادرة ضمان حسن التنفيذ )ان وجد( أو  يتعرضال  :إلقاهرة فو إلظر  .22
تأخير األداء أو أي إخفاق آخر في تنفيذ التزاماته تحت العقد ناتج عن ظرف قهري. وفي مثل تلك الظروف على المورد إبالغ 

ألغراض هذه الفقرة،  المورد والهيئة المشترية على بدائل لتنفيذ العقد. ويتفق أدائهالهيئة المشترية فورًا وخطيًا بكيفية تأثيرها على 
"ظرف قهري" تعني أي حدث أو حالة خارجة عن إرادة المورد، وال يمكن تجنبها أو توقعها وهي غير ناتجة عن إهمال أو 

 تقصير من طرفه. هذه الحاالت قد تشمل، كمثال ال الحصر: 
 أخذها الهيئة المشترية ضمن صالحياتها، تقرارات  (أ 

                                                
18

 تحسب النسبة المئوية لألسبوع  بالمقارنة مع فترة تنفيذ العقد
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 الحروب والثورات،  (ب 
 والحرائق الكبيرة في منشات المورد، (ج 
 والفيضانات، واألوبئة،  (د 
 والحظر الصحي وحظر الشحن (ه 
 القالقل الشعبية في بلد المنشأ. (و 

 
 
 
 
 
 
 
 
 

 : تحل النزاعات بحسب  قوانين السلطة الوطنية الفلسطينية.حل إلنزإعات .23
 

 إلمورد:_________________________________إسم 

 توقيع إلمخول:_______________________________

 إلمكان:___________________________________

  إلتاريخ: __________________________________
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 سعاراالرض ع تقديمنموذج خطاب 

 
------------------------------بصفتي-------------------------------أنا الموقع أدناه   
----------رقم ب"(، مسجل رد)يشار إليه بعد ذلك باسم "المو ---------------------------بإسم ونيابة عن

-------------------------------------------------------------------ومقره----  
"(  لسلع)يشار إليه بعد ذلك  "با ---------------توريدالخاصة ب تدراج عروض األسعار اس قمنا بدراسة   

والمواصفات وجداول الكميات.شروط التوريد وبشكل خال   
---------باألحرف -------المذكورة وصيانتها وفقا لوثائق العرض بمبلغ وقدرهد السلع يور ونتعهد بأن نقوم بت

د.التوري شروط افة الشروط المبينة فيونقبل وبدون شروط أو تحفظ ك  
أمر يوما من تسلمي  -------شروط المذكورة أعاله وألتزم بالمباشرة خالل لد طبقا لالتوريأن أقوم ب ردكما أوافق كمو 

.رضالع هذا د خالل الفترة المحددة فيالتوري واستكمال الشراء  
وأدرك انكم لستم ملزمين  لكلينا املزم أيعتبران عقدومرفقاتهما  وأمر الشراءإستدرإج عروض إألسعار كما أقر بأن وثيقتي 

 بقبول أقل األسعار أو أي منها.
 نؤكد أهليتنا للمشاركة في تقديم عرض أسعار واستيفاءنا لمعايير األهلية المحددة في طلبكم لعرض األسعار. 

 نؤكد أن األسعار المقدمة في قائمة السلع وجدول األسعار، ثابتة طوال مدة صالحية العرض ولن يتم مراجعتها أو تغييرها. 
 مدة كفالة إلضمان إلمصنعي للسلع المعروضة هي _______________ شهر.

وأن  تسليم عروض األسعار من تاري الصالحية فترة كامل باإلضافة إلى ذلك فإني أوافق على أن ألتزم بهذا العرض ل
صالحية عروض األسعار.في أي لحظة قبل انتهاء فترة  أمر الشراءأقبل   

 اسم المورد:____________________________
 توقيع المخول:___________________________

 المكان:________________________________ التاري :________________________
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 سن التنفيذنموذج ضمان ح
(غير مشروطةكفالة بنكية )  

]يمأل المصرف/مقدم العرض الفائز، الذي يوفر الضمان، نموذج ضمان حسن التنفيذ هذا بحسب التعليمات المشار إليها بين األقواس، إذا 
 كان مطلوبا من قبل الهيئة المشترية[ 

اسم المصرف وعنوان الفرع أو المكتب الُمصِدر[ أدخل]  
اسم وعنوان الهيئة المشترية[ أدخلالمستفيد : ]  
التاري [ أدخلالتاري : ]  

الرقم[ أدخل: ] ضمان حسن التنفيذ رقم  
اسم  أدخلرقم أمر الشراء[  المؤرخ لديكم، لتوريد ] أدخل"( قد تعاقد في عقد رقم ]المورد[ )يسمى فيما يلي "المورداسم  أدخلتم إبالغنا بأن ]

 العقد ووصف للسلع[ )يسمى فيما يلي "العقد" (
 وعليه، فإننا نعي، بحسب شروط العقد، بأن ضمان حسن التنفيذ مطلوبا.  

المبلغ  أدخلالمبلغ باألرقام[ )] أدخلاسم المصرف[ نلتزم بدفع أي مبلغ أو مبالغ ال تتجاوز بمجملها مبلغ ] أدخل، نحن ]الموردبطلب من 
قد أخل بالتزامه )بالتزاماته( تحت العقد دون الحاجة المورد، فور تسلمنا منكم أول طلب خطي مصحوبا بإفادة خطية تفيد بأن  19بالكلمات[(

 ألن تثبتوا أو توضحوا األساس لطلبكم أو المبلغ المحدد فيه.  
اءا على نسخة من هذه الشهادة ستقدم يوما من تاري  إصدار شهادة قبول البضائع، وتحسب بن 22لن تنتهي صالحية هذا الضمان قبل 

، أيهما أوال. وبالتالي، فإن أي طلب للدفع تحت هذا الضمان يجب أن نستلمه في  20التاري  باليوم والشهر والسنة[ أدخللنا، أو في تاري  ]
الهيئة ]ستة أشهر[، بناًء على طلب  يوافق الكفيل على تمديد هذا الضمان لمرة واحدة ولفترة ال تتعدى هذا المكتب في ذلك التاري  أو قبله.

 الخطي لمثل هذا التمديد، على أن يقدم مثل هذا الطلب إلى الكفيل قبل انتهاء هذا الضمان.المشترية
 
[)المخولين( من المصرف المخول )الممثلين(  ]توقيع )تواقيع( الممثل   

بالنيابة عن ]اسم المورد[ بصفة ]اذكر الصفة[ موقع من قبل ]توقيع )تواقيع( الممثل )الممثلين( المخول )المخولين([  
 وذلك بحضور ]أدخل اسم وتوقيع الشاهد[ 

 التاري  ]أدخل التاري [

                                                
19

 .العقد في المحددة العقد قيمة من مئوية نسبة يمثل مبلغا سيدخل)المصرف(  الكفيل
20

 المتوقع االنتهاء تاريخ بعد يوما وعشرين لثمانية التاريخ أدخل
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 عرض االسعار ضمان إقرار خطاب نموذج
 ]يمأل مقدم العرض هذا النموذج بحسب التعليمات المشار إليها بين األقواس، إذا كان مطلوبا من قبل الهيئة المشترية[

 
 التاري : ]أدخل التاري [

 اسم العقد: ]أدخل اسم العقد[
 رقم الدعوة لتقديم عروض: ]أدخل الرقم[ 

 
 إلى: _________________________________

 
 نحن ، الموقعون أدناه، نعلن بأننا:

 
 ، حسب شروطكم. ضمان إقرار خطابنعي بأن عرض االسعار يجب أن يكون مدعما ب .2
نقبل بأن أهليتنا لتقديم العروض/العطاءات ستعلق في أي عملية شراء لصندوق تطوير و إقراض الهيئات المحلية لمدة  .2

 ]أدخل المدة[ بدءا من ]أدخل تاري  البدء[، إذا ما قمنا باإلخالل بالتزاماتنا تجاه العرض، بسبب أننا: 
بلنا في خطاب تقديم عرض سحبنا عرض االسعار خالل فترة صالحية العرض المحددة من ق ( أ

 االسعار؛ 
 لم نقبل بتصحيح أألخطاء الحسابية بموجب التعليمات المدرجة ضمن وثيقة استدراج العروض؛ أو ( ب

( 2ت(     اذا تم إشعارنا بقبول عرضنا من قبل صندوق تطوير و إقراض الهيئات المحلية خالل فترة صالحية العرض، ولكننا )
( فشلنا أو رفضنا أن نوفر ضمان حسن التنفيذ ، إن كان ذلك مطلوبا بحسب 2شراء، أو )فشلنا أو رفضنا قبول أمر ال

 التعليمات المدرجة ضمن وثيقة استدراج العروض. 
أيام من انتهاء صالحية  23إن لم تتم ترسية العقد علينا، نعي أن اقرار ضمان العرض هذا ستنتهي صالحيته بعد  .3

 العرض المقدم من قبلنا. 
ذا  نعي أننا .4 إن كنا إئتالف شراكة، فإن اقرار ضمان العرض يجب أن يكون باسم شركة أإلئتالف الذي يقدم العرض. وا 

لم يكن أإلئتالف مسجل قانونيا في وقت تقديم العرض، يكون اقرار ضمان العرض مسجال بأسماء كافة الشركاء 
 المستقبليين في االئتالف.

 
 خول[ بصفة ]أدخل الصفة[ توقيع ]أدخل توقيع )تواقيع( الممثل الم

 
 االسم ]أدخل االسم[ 

 
 مخول لتوقيع العرض لصالح وبالنيابة عن ]أدخل اسم الجهة المخوِلة[ 

 
 بتاري  ]أدخل التاري  باليوم والشهر والسنة[
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15.3 Annex 3-Sample Request for Quotations- Minor Works 
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قرإض  إلهيئات إلمحلية               صندوق تطوير وإ    

 

Municipal Development and Lending Fund 

 

(MDLF) 

 

أعمال  –إستدرإج عروض أسعار  
 

 __________________:إسم إلمشروع 

 

العقد:______________________رقم   

 رقم المنحة:____________________

إصدار اإلستدراج :_____________ ختاري  

 

 

 
 

 

 ) إدخل إسم إلبلدية( 
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 دعوة لتقديم عرض أسعار

 ألعمال صغيرة

 
 رقم العقد:) أدخل رقم العقد(

 

 رقم المنحة:) أدخل رقم المنحة(

 

 تاريخ إصدار الدعوة:) أدخل التاريخ(

 

 إلى:

___________________ 

 

__________________ 

 

 السادة:

 

قراض ال -حصلت منظمة التحرير الفلسطينية لصالح السلطة الوطنية الفلسطينية .3 على   -هيئات المحليةصندوق تطوير وا 
الثالث،  تطوير البلدياتمؤسسة التنمية الدولية لتمويل مشروع -منحة من مجموعة من الشركاء الممولين )البنك الدولي

البنك األلماني للتنمية، الوكالة الفرنسية للتنمية، الحكومة الدنماركية، الحكومة السويدية، الوكالة األلمانية للدعم الفني(، 
 تطوير البلديات % من تكلفة المشروع، لتمويل مشروع31باالضافة الى مساهمة السلطة الوطنية الفلسطينية بنسبة 

 .الثالث

صندوق تطوير على منحة فرعية من ) أدخل إسم إلبلدية(ير البلديات الثالث، حصلت بلدية في إطار مشروع تطو 
قراض ال وتنوي استعمال جزء من أموال هذه المنحة ) أدخل إسم إلمشروع( هيئات المحلية )المتلقية للمنحة( لتنفيذوا 

 عروض أسعار.الفرعية في عمل دفعات تحت العقد الذي من أجله تم إصدار هذه الدعوة لتقديم 

 :التالية العمالللتقديم عرض سعر  ) أدخل إسم إلبلدية(تدعوكم بلدية  .2

 ) أدخل إسم إلمشروع ووصف مختصر لألعمال إلمنوي تنفيذها(

لمساعدتكم في تحضير عرض سعركم نرفق لكم المخططات، المواصفات وجداول الكميات، ونموذج خطاب تقديم  .1
سعركم في النموذج المرفق في مغلف محكم اإلغالق ومعنون ليسلم الى العنوان  عرض السعر . يجب أن يقدم عرض

 التالي:

 
 ) أدخل إسم إلبلدية(

 إلبلدية( ) أدخل إسم رئيسلعناية 
 إلبلدية( ) أدخل رقم هاتفتلفون : 
 إلبلدية( ) أدخل رقم فاكسفاكس: 

المبـين فـي الفقـرة ( يومـا مـن اخـر موعـد لتقـديم عـرض السـعر 01يجب ان يكون عرض سعركم ساري المفعول لمـدة سـتين ) .4
 .ادناه 0رقم 
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 مرفق لمعلوماتكم وارشادكم تعليمات لتقديم عروض االسعار وبنود وشروط العقد.  .5

سـوف يـتم فـتح عـروض االسـعار علنيـًا  .) إدخلل  اليلوو لالتلاريخ(من يومالساعة(  ) إدخليجب تسليم عرض سعركم حتى  .0
  ) أدخلل  السلاعة(فـي تمـام .) إدخلل  اليلوو لالتلاريخ(وبحضور ممثلي المقاولين المشاركين الـذين يختـارون الحضـور، يـوم 

 على العنوان التالي: 

 ) أدخل إسم إلبلدية ، إلعنوإن، إلمكان ......إلخ(

 
 

 المخلل،                                                                                                
 

 إلبلدية( ) أدخل إسم رئيس
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 القسم األول: تعليمات لتحضير عروض االسعار

 
كصاحب العمل، تقديم عروض اسعار النشاء أعمال كما هو موصف في  ،(إلبلدية إسم إدخل) تطلبإلعمل:  نطاق .3

 في المحددالشروط التعاقدية. سوف يتوقع من المقاول الفائز أن يكمل االعمال حسب تاري  انهاء االعمال المطلوب 
 .التعاقدية الشروط

حكومة في للأن تكون الشركات المملوكة  مكنيباإلضافة الي مقاولي القطاع  الخال العاملين، إألهلية لتقديم إلسعر: .2
 :إذا استطاعت أن تثبت أنها فقطض و الضفة الغربية وقطاع غزة مؤهلة للمشاركة في العر 

 
 ، وأن ال تكون جزءا من اي دائرة حكومية؛ مستقلة قانونيا وماليا ، وتعمل في إطار القانون التجاري  ( أ)
مستقلة ماليا، كما هو ظاهر بموجب نظامها األساسي أو أنظمتها الداخلية وتقدم حسابات منفصلة مدققة   ( ب)

 ومردود على رأس المال، قادرة على أخذ قروض وتحصيل ايرادات من خالل بيع البضائع والخدمات؛ و

 .يست وكالة تعتمد على السلطة الفلسطينيةل ( ت)

 
 ط. سوف يتم رفض عروض االسعار التي تخالف هذه القاعدة. سوف يقدم كل مقاول عرض سعر واحد فق

 طبق على المتناقل معايير التأهيل التالية على االقل:ن: للتأهل لترسية العقد، يجب ان يمؤهالت إلمقاولين .1

خبرة كمقاول في إنشاء مشروع واحد على األقل مكافىء في الطبيعة والتعقيد لتلك االعمال المشمولة في هذه  ( أ)
 الدعوة، خالل الثالث سنوات الماضية؛

إلكمال االعمال بنجاح مثال، خطاب من  العرض مبلغ من% 25 ال تقل عن بنسبة دليل على توفر موارد مالية  ( ب)
 بنك، يدعم توفر األموال.

عمال : يشّجع المقاول على زيارة الموقع على مسئوليته، وتكلفته ومخاطرته الخاصة وذلك لفحل موقع االزيارة إلموقع .4
ومحيطها وأن يحصل على كل المعلومات التي يمكن أن تكون ضرورية لتحضير عرض السعر والدخول في العقد إلنشاء 

 األعمال.

 

 
 

 : تتكون مجموعة وثائق استدراج العروض من الوثائق المدرجة أدناه:محتويات وثائق إستدرإج إلعروض .5
 

 الدعوة لتقديم عرض سعر
 عروض االسعارتعليمات لتحضير    3القسم 
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 شروط العقد   2القسم 
 المخططات   1القسم 
 المواصفات   4القسم 
 جدول الكميات    5القسم 
 نموذج خطاب تقديم عرض السعر   0القسم 
 نموذج إتفاقية عقد   7القسم 

 كفالة بنكية للدفعة ألمقدمةنموذج      8القسم 
 نموذج ضمان حسن التنفيذ         9القسم 

 خطة اإلدارة البيئية   31القسم 
 نموذج تعهد المقاول بااللتزام وتنفيذ الشروط البيئية 33القسم 
 نموذج اقرار ضمان عرض السعر 32القسم 

 سوف يتضمن العرض المقدم من المقاول الوثائق التالية: إلوثائق إلتي تتضمن عرض إلسعر: .0

 خطاب تقديم عرض السعر )حسب النموذج المرفق( ( أ)

 جدول الكميات  ( ب)

 معلومات التأهيل والخبرة والموارد المالية ( ت)

 تعهد المقاول بااللتزام بتنفيذ خطة اإلدارة البيئية ( ث)

 خطاب اقرار ضمان عرض السعر  ( ج)

مــن الــدعوة وســوف تكــون مبنيــة علــى الوحــدة  2عــرض الســعر: ســوف يكــون العــرض لكــل األعمــال كمــا وصــفت فــي الفقــرة  .7
. سـوف تكـون األسـعار معروضـة بالكامـل ،الكميـات فـي عقـد سـعر الوحـدة الثابتـةوالسعر اإلجمـالي المشـار اليـه فـي جـدول 

الموصـوفة  فـي المخططـات والمواصـفات  بعملـة ) اليـورو(  وسـوف يـدخل المقـاول المعـدالت واالسـعار لكـل بنـود  األعمـال
 سـعر أو معـدل لهـا دخليـ  لـم التـي البنـود عن التنفيذ عند العمل صاحب-لن يدفع  سوف والمدرجة في جدول الكميات.  

كافــة الرســوم، والضــرائب    .الكميــات جــدول فــي األخــرى  واألســعار المعــدالت فــي مشــمولة تعتبــر وســوف المقــاول قبــل مــن
يوم تقـويمي  35العقد، أو ألي سبب أخر، ومن تاري   والمبالغ المفروضة األخرى والواجب دفعها من قبل المقاول  بموجب

قبل اخر موعد لتقديم عروض األسعارسوف تكون مشمولة في المعدالت واالسعار والسـعر اإلجمـالي لعـرض السـعر المقـدم 
ن من قبل المقاول.  سوف تكون المعدالت واألسعار  المقدمة مـن قبـل المقـاول ثابتـة طيلـة مـدة تنفيـذ العقـد وسـوف لـن تكـو 

 عرضة الي تعديل الي سبب.  

( يومــا اعتبــارا مــن تــاري  تســليم 01: ســوف تبقــى عــروض االســعار ســارية المفعــول لمــدة ســتين )صذذالحية عذذروض إالسذذعار .8
أدناه. يمكن  لصاحب العمل أن يطلب من المقاولين تمديد مـدة صـالحيةالعروض الـى  32العروض المشار اليه في الفقرة 
كــون طلــب صــاحب العمــل وردود المقــاولين كتابيــًا او بالفــاكس او برقًيــا. يمكــن للمقـــاول ان مــدة اخــرى محــددة. و ســوف ي
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يرفض طلب تمديد الصالحية وفي هذه الحالة يمكنه سحب عرض سعره بدون عقوبة. ومن ناحية أخرى, سـوف لـن يطلـب 
 من المقاول أو لن يسمح للمقاول الذي يوافق على الطلب أن يعدل سعره.

 اقـرار سـعركم عـرض مـع يرفـق ان يجـب: Quotation Securing Declaration:  إلسذعر عذرضمان ضذ إقذرإر خطذاب .9
تفعيــل إجــراءات بالمشــترية القــرار  الهيئــةتتخــذ  .مــن وثيقــة اســتدراج العــروض 12فــي القســم  المرفــق النمــوذج حســب ضــمان

 في أي من الحاالت اآلتية: العرضالعقوبات الواردة في اقرار ضمان 

 .العروضبعد الموعد النهائي لتقديم  العرضتعديل أو سحب المقاول بقيام  .ه 

 .ادناه 37 الفقرةعرضه حسب في  ةقيام اللجنة بتصحيح األخطاء الحسابية الوارد المقاولرفض  .و 

 .المحددة في خطاب القبولخالل المدة  توقيع العقدالفائز  رفض المقاول .ز 

 .المحددة في خطاب القبولالفائز بتقديم كفالة حسن التنفيذ خالل المدة  المقاولعدم التزام  .ح 

 : سوف تكون كل الوثائق المتعلقة بعرض السعر والعقد باللغة العربية .لغة عروض إالسعار .31

:  على  المقاول  تحضير نسخة واحدة أصلية من الوثائق التي تتضمن عرض السـعر كمـا تحضير وختم عروض إالسعار .33
ــم عليهــا بوضــوح "النســخة األصــلية". إضــافة إلــى ذلــك،  علــى   0الفقــرة وصــف فــي  أعــاله، مــع خطــاب تقــديم العــرض، ُمعّل

المقاول تقديم نسخة واحدة  تكون ُمَعّلمـة بوضـوح "نسـخة مصـورة". علـى المقـاول توقيـع النسـخة األصـلية والنسـخة المصـورة 
يع نيابــة عــن المقــاول. وتعتمــد النســخة األصــلية أذا مــا مــن عــرض الســعر مــن قبــل الشــخل أو األشــخال المخــولين بــالتوق

تبـــين وجـــود إخـــتالف. كمـــا  يجـــب توقيـــع كـــل صـــفحات عـــرض الســـعر حيـــث كـــان قـــد تـــم عمـــل مـــدخالت أو تعـــديالت أو 
تصــحيحات بــاألحرف األولــى مــن قبــل الشــخل أو األشــخال المخــولين بتوقيــع عــرض الســعر.   يجــب علــى  المقــاول أن 

األصـلية والنسـخة  المصـورة مــن عـرض السـعر و يضــعهما فـي مغلفـين داخليـين ومــن ثـم فـي مغلــف يخـتم كـال مـن النســخة 
المغلفــات الداخليــة  خــارجي، و يكتــب علــى المغلفــين الــداخليين ـ "النســخة األصــلية" و "النســخة المصــورة ". ســوف  ترســل

فتحهـا قبـل الوقـت والتـاري  المحـدد لفـتح  والخارجية الى صاحب العمل على العنوان المزود أعاله وسوف تزود بتحذير لعدم
مـن الـدعوة لتقـديم عـروض أسـعار. سـوف يشـير المغلـف الـداخلي الـى عنـوان  0عروض االسعار كمـا تـم تعريفـه فـي الفقـرة 

المقــاول الكامـــل. إذا كـــان المغلـــف الخـــارجي غيـــر مختـــوم وغيـــر معلـــم كمـــا ورد أعـــاله،  و لـــن يتحمـــل صـــاحب العمـــل أيـــة 
 أو الفتح سابق األوان لعرض السعر. مسئولية عن ضياع

 الموعدد: سوف يتم تسليم عروض األسعار لصاحب العمـل فـي وقـت ال يتجـاوز مكان وآخر موعد لتقديم عروض إألسعار .32

مـن نفـس  1مـن الـدعوة لتقـديم عـروض أسـعار إلـى العنـوان المـذكور فـي الفقـرة  0النهائي لتقديم العروض المحدد في الفقرة 
الدعوة. أي عرض سعر ُيستلم من قبل صاحب العمـل بعـد الموعـد النهـائي المحـدد فـي هـذه الفقـرة سـوف يعـاد الـى المقـاول 

 غير مفتوح. 

واحــد ســواء كــان بشــكل مســتقل او بــاالئتالف مــع  عــرض ســعرعمليــة شــراء بــاكثر مــن المشــاركة فــي ايــة  للمقــاولال يجــوز  .31
 .اأطراف محلية أو أجنبية أو كليهم

بتعـديل أي عـرض سـعر بعـد الموعـد النهـائي لتقـديم عـروض األسـعار المشـار  :  لـن يسـمحتعديل وسحب عروض إألسذعار .34
أعــاله. كمــا أّن ســحب أي عــرض ســعر بــين الموعــد النهــائي لتقيــيم العــروض وموعــد انتهــاء صــالحية  32اليــه فــي الفقــرة 

 . العرضاءات العقوبات الواردة في اقرار ضمان تفعيل إجر أعاله سيؤدي إلى  8عرض السعر الموضح في الفقرة 
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: سوف يفتح صاحب العمل عروض األسعار، بحضور ممثلي المقاولين المشاركين الذين إختاروا فتح عروض إألسعار .35
من الدعوة لتقديم عروض األسعار. سوف  يقوم صاحب  0الحضور، في الزمان، والتاري ، وفي المكان المحدد في الفقرة 

بإعالن أسماء المقاولين المتقدمين بعروض أسعار، المبلغ اإلجمالي لكل عرض سعر، أية خصومات، أية تعديالت  العمل
 وسحوبات لعروض األسعار في جلسة فتح العروض.

 

: ســوف لــن يــتم اإلفصــاح عــن المعلومــات المتعلقــة بفحــل، إستيضــاحات، تقيــيم ومقارنــة عــروض األســعار سذذرية إلعمليذذة .30
 العقد لحين اإلعالن عن الترسية على المقاول الفائز. والتوصية بترسية

 

صاحب العمل بترسية العقد على المقاول الذي كان قد تقرر أن عرض سعره  : سوف  يقومتقييم ومقارنة عروض إألسعار .37
مسـتجيب بشــكل جــوهري لوثــائق اسـتدراج العــروض والــذي قــدم أقـل عــرض ســعر مقــّيم. خـالل تقيــيم العــروض، ســوف يحــدد 

العمــل ســعر العــرض المقــَيم لكــل مقــاول وذلــك بتعــديل ســعر العــرض عــن طريــق تصــحيح  األخطــاء الحســابية كمــا  صــاحب
 يلي:

 حيث يكون هناك تناقض بين المبالغ في األرقام وفي الكلمات، سوف تسود المبالغ بالكلمات؛ ( أ)

جمالي البند على نفس السطرنتيجة ضـرب سـعر ( ب) الوحـدة فـي الكميـة،  حيث يكون هناك تناقض بين سعر الوحدة وا 
 سوف  يعتمد سعر الوحدة كما تم عرضه؛ 

ستثناء على هذا إذا رأت لجنة التقييم أن الفاصلة العشرية قد وضعت بطريقـة خاطئـة فـي سـعر الوحـدة فإنـه يـتم  ( ت) وا 
تصـــحيح ســـعر الوحـــدة و بالتـــالي يـــتم تصـــحيح الســـعر اإلجمـــالي الموجـــود فـــي خانـــة اإلجمـــالي ومـــن ثـــم تصـــحيح 

 كليالمجموع ال

إذا ظهر أي تناقض في المعلومات أو األسعار بين النسخة األصلية و النس  األخـرى يؤخـذ بمـا ورد فـي النسـخة  ( ث)
 األصلية

إذا قام المقـاول بكتابـة إجمـالي المبلـغ لبنـد مـا دون أن يقـوم بتـدوين سـعر الوحـدة لهـذا البنـد، أو كـان سـعر الوحـدة  ( ج)
 البند من قسمة إجمالي المبلغ على كمية البند.رقما غير واضح، فيتم إحتساب سعر وحدة لهذا 

إذا قدم المقاول تعـديال علـى عطائـه سـواء بالخصـم أو الزيـادة كمبلـغ مقطـوع، يـتم إحتسـاب هـذا المبلـغ كنسـبة مـن  ( ح)
 السعر المقروء قبل التصحيح وا عتمادها كخصم أو زيادة.

ذا رفـض تقوم لجنة التقييم بإجراء جميع التعديالت على األسعار دون التشا ( خ) ور مع المقاول لتبرير مبلغ التعديل. وا 
وتطبيق اإلجراءات المنصول عليها في خطاب إقـرار  سعره عرض رفض يتم سوفالمقاول قبول التصحيحات، 

 .الضمان
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 بـالحق لنفسـه العمـل صـاحب يحـتفظ: ورفض أي أو كذل عذروض إألسذعار حق صاحب إلعمل في قبول أي عرض سعر   .38
لغاء عملية إلتنافس ورفض كل عروض أألسعار، في أي  أي رفـض أو قبول في وقـت قبـل  ترسـية العقـد، عرض سعر، وإ 

وذلــك بــدون أن يجلــب علــى نفســه أي مســئولية قانونيــة تجــاه المقــاولين المتــأثرين أو أي إلتــزام إلعــالم المقــاولين المتــأثرين 
 بدوافع قرار صاحب العمل.

 
 قبل العمل صاحب قبل من بالترسية سعره عرض قبل الذي المقاول إعالم يتم سوفعن إلترسية وتوقيع إلعقد:  إإلعالن .91

م من تسلم ايأ31أن يقدم إلى صاحب العمل خالل اذ صالحية عرض السعر، وذلك بخطاب قبول مسجل طالبًا منه نف
المرفق )نموذج %  من قيمة العقد وطبقا للنموذج  31بضمان حسن التنفيذ بمبلغ كفالة مصرفية" إلترسية   خطاب"

( يوما بعد تاري  28عشرين )و قل عن ثمانية تلمدة ال  اً حلصا ضمان حسن إلتنفيذن يبقى يجب أو  ضمان حسن التنفيذ(.
األشغال أو العقد. سوف يصًرح هذا الخطاب عن المجموع  )في ما يلي وفي العقد يسمى "سعر العقد األولي"( انتهاء 

كمال، وصيانة األعمال من قبل المقاول كما وصف في العقد.  ألذي سوف يدفعه صاحب العمل الى الم قاول مقابل تنفيذ وا 
 و سوف يشكل هذا  الخطاب المكتوب إنشاًء العقد.

 

في حالة طلب المقـاول للدفعـة المقدمـة، سـوف يأخـذ صـاحب العمـل بعـين اإلعتبـار تزويـد المقـاول بدفعـة  إلدفعة إلمقدمة:  .21
 ن شروط العقد.م 37مقدمة كما تعهد في الفقرة 
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 :  شروط العقد.قسم 

 

 : الطباعة الغامقة تستعمل لتعريف المصطلحات الموضحة.إلتعريفات .3

 : يحدد تقديرات صاحب العمل لكميات كل بند من األعمال؛جدول إلكميات ( أ)

 يعني الجدول المسعر والمكتمل مشكال جزءا من العقد؛ جدول إلنشاطات .3

 هو تاري  انهاء األعمال كما يصادق عليه صاحب العمل؛  تاريخ إنهاء إألعمال ( ب)

كمال، وصيانة األعمال المفصلة في المواصفات أو في أي  إلعقد ( ت) هو العقد بين المقاول وصاحب العمل لتنفيذ، وا 
 جزء اخر من العقد. يكون اسم ورقم العقد محدد في الدعوة لتقديم عرض السعر؛

 تم قبول عرض سعره  من صاحب العمل لتنفيذ األعمال؛هو الشخل أو الشركة والذي  إلمقاول ( ث)

هو الوثيقة المكتملة )ألدعوة لتقديم عرض سعر مع المرفقات( المقدمة من المقاول الى  عرض سعر إلمقاول ( ج)
 صاحب العمل؛

 هو السعر المذكور في خطاب القبول وبعد ذلك الحين كما تم تعديله حسب شروط العقد؛ سعر إلعقد ( ح)

 تكون أشهر تقويمية؛إألشهر ام تقويمية؛تكون أي إأليام ( خ)

 هو أي جزء من األعمال لم يكتمل بموجب العقد؛ إلخلل  أو إلعيب ( د)

 تكون سنة واحدة تحسب من تاري  إنهاء األعمال؛ فترة إلمسئولية عن إلعيوب ( ذ)

 هي معدات وسيارات المقاول التي جلبت الى الموقع إلنشاء األعمال؛ إلمعدإت ( ر)

 تكون كل التجهيزات، بما فيها المستهلكة، إستعملت من طرف المقاول لدمجها في األعمال؛ إلموإد  ( ز)

هو الشخل المعين من قبل صاحب العمل وهو الذي سيكون مسئول عن اإلشراف على تنفيذ  مشرف إلمشروع ( س)
 األعمال وعن إدارةالموقع؛

ل ألمقاول األعمال . تاري  إنهاء األعمال هو التاري  الذي بموجبه سوف ُيكمِ  تاريخ إنهاء إألعمال إلمطلوب ( ش)
من تاري  البدء المنصول عليه في اخطار الترسية ويمكن تعديل تاري  .) إدخل  المدة المطلوبة(المطلوب هو 

 انهاء األعمال المطلوب من قبل صاحب العمل بإصدار تمديد زمني أو أمر تعجيل كتابيا؛

في العقد وأية تعديالت أو إضافات تعمل أو تعتمد من قبل  تعني مواصفات األعمال المشمولة إلموإصفات ( ل)
 صاحب العمل؛

 .) إدخل الموقع(هو إلموقع ( ض)

 وهو آخر تاري  ليقوم المقاول بالبدء بتنفيذ األعمال؛ .) إدخل التاريخ(يكون  تاريخ إلبدإية ( ط)

 هو تعليمات تعطى من قبل  صاحب العمل والتي تّغير نطاق متطلبات أألعمال األصلية. إلتغيير ( ظ)
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هي وثيقة تبين االحتياجات البيئية لهذا المشروع. تبين هذه الخطة االمور البيئية (: EMPخطة إالدإرة إلبيئية ) ( ع)
 االمور. التي تنطبق على المشروع واالجراءات االحتياطية التي يجب اتخاذها لمعالجة هذه 

السلطة سوف يكون العقد بـ اللغة العربية.القانون الذي سوف يحكم العقد هو القانون المطبق في  إللغة وإلقانون  .2
 الوطنية الفلسطينية

تكون وسائل اإلتصال بين األطراف المشار اليها في هذه الشروط فعالة فقط عندما تكون كتابيا.  وسائل إإلتصال  .1
 عند تسليمه. سوف يكون اإلخطار فعاال

.منذ تاري  البداية حتى يكون مشرف المشروع قد أصدر شهادة إصالح أية عيوب، يكون األذى مخاطر إلمقاول .4
الشخصي، الموت، ضياع أو ضرر للملكية وللملكية المجاورة )بما فيها، وبدون تحديد، األعمال، المواد والمعدات( 

 مخاطرتقع على عاتق ألمقاول.

. سوف يبدأ المقاول في تنفيذ األعمال عند تاري  البداية وينجز أألعمال ت عند تاريخ أالنهاء أألعمال تكون إكتمل .5
بموجب جدول أألعمال المقدم من قبل المقاول، وكما يعدل بموافقة مشرف المشروع، ويكملها عند تاري  انهاء  أألعمال 

 المطلوب.

 يع النشاطـات في الموقع.يجب أن يكون المقـاول مسـئواًل عـن سالمـة جم. إلسالمة .0

: يجب على المقاول أن يلتزم بمتطلبات خطة االدارة البيئية  والتي تعتبر جزءا من وثائق العقد ومتابعة تنفيذها إلبيئة .7
إضافة إلى المحافظة على النواحي والموجودات األثرية أثناء عمليات الحفر وضرورة التنسيق مع دائرة اآلثار عند 

التزام المقاول بااليفاء بمتطلبات خطة االدارة البيئية يقوم مشرف المشروع بتقدير تكلفة األضرار  الحاجة.في حال عدم
والتي يجب على المقاول دفعها أو يسترد صاحب العمل تكلفة األضرار بخصمها من أية مستحقات مالية للمقاول أو 

 من كفالة حسن التنفيذ.

ف المشروع  تاري  انهاء األعمال أذا تم إصدار تغيير والذي يجعل تنفيذ . سوف يمدد مشر تمديد تاريخ إنهاء إألعمال  .8
وانهاء األعمال ضمن تاري  انهاء األعمال المطلوب مستحيال بدون أن يتخذ المقاول خطوات لتسريع األعمال المتبقية، 

 والتي من الممكن أن تجلب على المقاول تكاليف إضافية.

كن لمشرف المشروع أن يعطي تعليمات للمقاول أن يؤخر بداية أو تقدم أي نشاط . يمتأخيرإت يطلبها مشرف إلمشروع .9
ضمن أألعمال. ألتأخيرات أو تعليق أألعمال من قبل مشرف المشروع والتي سوف تزيد من تكاليف المقاول سوف 

 تكون عرضة لتعديل منصف من قبل صاحب العمل.

أية عيوب قبل نهاية مدة المسئولية عن العيوب والتي ستبدأ  . سوف يعطي مشرف المشروع إخطارا للمقاول عنإلعيوب .31
عند  إنهاء األعمال. سوف يتم تمديد مدة المسئولية عن العيوب طالما بقيت هناك عيوب لم يتم تصحيحها. في كل مرة 

ع. إذا يتم إعطاء إخطارعن عيب، سوف يصحح المقاول العيب خالل الفترة الزمنية المذكورة في إخطار مشرف المشرو 
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لم يقم المقاول بإصالح العيب خالل الفترة الزمنية المذكورة في إخطار مشرف المشروع، سوف يقّيم مشرف المشروع 
تكلفة إصالح  العيب، وسوف يدفع المقاول هذا المبلغ، أو سوف يسترجع صاحب العمل هذا المبلغ وذلك بخصمه من 

 المبالغ المستحقة للمقاول.

( أيام من إشعار الترسية، لمشرف المشروع للموافقة برنامج يوضح 7لمقاول، وخالل سبعة ). سوف يقدم اإلبرنامج .33
ألترتيبات، التسلسل، وتوقيت كل نشاطات األعمال. سوف لن تغير موافقة مشرف المشروع أي من ’ الطرق العامة

روع في أي وقت. سوف يبين إلتزامات ألمقاول التعاقدية. يمكن للمقاول تحديث البرنامج وتقديمه الى مشرف المش
 البرنامج المحدث تأثير التغييرات.

( أيام من تعليمات مشرف 31. سوف يزًود المقاول جدول نشاطات محدث وذلك خالل عشرة )جدول إلنشاطات .32
 المشروع. ستكون النشاطات على جدول النشاطات منسقة مع النشاطات على البرنامج.

ول كل النشاطات ويكملها وذلك بموجب نطاق العمل الموصف في العقد كجزء . سوف ينفذ المقاإلتغيير في إلكميات .31
من األسعار في جدول النشاطات والذي ال يكون عرضة ألي تغيير. في حالة عقود سعر الوحدة، سوف ال يتم عمل 

ألولية. إذا % من  الكمية المقدرة ا25أي تعديل على سعر الوحدة إذا كان التغيير في الكمية لكل بند ال يتجاوز 
% سوف يقرر مشرف المشروع ما إذا كان هناك تبرير لتعديل سعر الوحدة، بناءا على المعلومات 25تجاوزت الكمية 

 .التي يزودها المقاول، وسوف يثبت هذا السعر حسب ما يراه مناسبا وذلك بموافقة صاحب العمل

المقاول ويصادق على مبلغ ليتم دفعه الى  . سوف يراجع مشرف المشروع األعمال المنفذة من قبلشهادة إلدفع .34
 المقاول. سوف تشكل قيمة األعمال المنفذة قيمة البنود المكتملة من أألعمال أو النشاطات في جدول النشاطات.

بدفع قيمة الفواتير المقدمة لصاحب العمل من قبل المقاول وذلك  هيئات المحليةصندوق تطوير واقراض ال يقوم. إلدفعات .25
يتوجب على المقاول  و العمل صاحب قبل من دفع بطلب وارفاقها واعتمادها تدقيقها بعد وذلكلحساب المقاول مباشرة 

فعة حسب احضار شهادة خصم من المصدر أو االلتزام باقتطاعات ضريبة الدخل حسب النماذج المعدة لذلك عند كل د
 التعليمات الصادرة عن وزارة المالية بهذا الخصول.

 بنسبةRetention )أألموال المحتجزة   إالستقطاعاتو المقدمة الدفعة أإلعتبار بعين باألخذ الدفعات تعديل يتم سوف
قراض الو  (.المنفذة األعمال قيمة من% 23 دفع للمقاول المبالغ التي يأن  هيئات المحليةيجب على صندوق تطوير وا 

. فإذا المستخلل( يومًا من تاري  45) واربعون  خمسةمن الصندوق خالل  وا عتمادهامشرف المشروع   عليها يصادق
قراض ال  التيالدفع يحق للمقاول أن تدفع له فائدة على الدفعـة المتأخرة في الدفعة  هيئات المحليةأخـر صندوق تطوير وا 

وجوب سداد الدفعة وحتى تاري  السداد الفعلي بسعر الفائدة السائد في البنوك  تاري لفائدة من . ويجب احتساب اتليها
 .اتالمحلية لقروض اإلنشاء

 . يكون المقاول مسئول عن كل الضرائب وذلك بموجب ق وانين السلطة الوطنية الفلسطينيةإلضرإئب .30
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من سعر العقد  %(31) بالمائة عشرة للمقاول وحتى قيمة. يمكن أن يدفع صاحب العمل دفعة مقدمة إلدفعة إلمقدمة .37
المقاول استخدام الدفعة  يجب علىدفعة مقدمة بقيمة مساوية. للاألولي بعد أن يكون المقاول قد زًود أية ضمان بنكي 

قد، ويجب المطلوبة على وجه التحديد لتنفيذ الع جهيزاتالمقدمة فقط لدفع ثمن المعدات والمنشآت والمواد ومصاريف الت
. عن طريق توفير نس  من الفواتير أو وثائق أخرى لمدير المشروع لهذه االغراضإثبات أن الدفعة المقدمة استخدمت 

يمكن أن يدفع صاحب العمل، عند طلب المقاول، الدفعة المقدمة مباشرة الى موردي المواد و/أو الى شركات تأجير 
متناسبة  غ. يجب أن يتم إسترجاع الدفعة المقدمة عن طريق خصم مبالالمعدات في حال كون معدات المقاول مستأجرة 

 %.81االنجاز  تصل نسبه عندما ابتداء من الدفعة الثانية وتسترجع بالكامل من الدفعات المستحقة للمقاول، 

.  عند طلب المقاول من مشرف المشروع إصدار شهادة إنجاز أألعمال سيصدر مشرف المشروع مثل إإلكمال وإلقبول .38
( 7هذه الشهادة عندما يقرر أن أألعمال قد إستكملت بشكل مرضي. و سوف يستلم صاحب العمل الموقع خالل سبعة )

 أيام من  إصدار مشرف المشروع شهادة إكتمال أألعمال. 

 

ف يزود المقاول مشرف المشروع بحساب تفصيلي عن إجمالي المبالغ والتي يعتبرها المقاول . سو إلمحاسبة إألخيرة .39
واجبة الدفع له تحت العقد وذلك قبل نهاية فترة المسئولية عن العيوب. سوف يصدر مشرف المشروع شهادة إصالح 

ى أية دفعة نهائية والتي تكون العيوب بعد أن يكون المقاول قد أوفى بإلتزاماته تحت العقد لهذا الغرض ويصدق عل
( يوما من إستالم حساب المقاول إذا كان صحيحا وكامال. إذا كان غير 35مستحقة الدفع للمقاول خال خمسة عشر )

( يوما جدول يصرح بنطاق التصليحات أو التغييرات والتي 35ذلك، سوف يصدر مشرف المشروع خالل خمسة عشرة )
ب النهائي غير مرضي بعد أن يكون قد قدم مرة أخرى، سوف يقرر مشرف المشروع تكون ضرورية. إذا ما زال الحسا

 المبالغ الواجب دفعها للمقاول ويصدر شهادة دفع.

% عن كل يوم تأخير بعد تاري  1.3يدفع المقاول تعويضات مقطوعة لصاحب العمل وتكون هذه التعويضات بمقدار  .21
% من قيمة العقد. يحق لصاحب العمل أن يقتطع 31يضات المقطوعة االنتهاء المقرر. سوف ال يتجاوز مجموع التعو 

التعويضات المقطوعة من الدفعات المستحقة للمقاول. سوف لن تؤثر دفعات التعويضات المقطوعة على مسؤوليات 
 المقاول. 

ألخروقات  . يجوز لصاحب العمل أو المقاول أن يلغي العقد إذا تسبب أي طرف في خرق أساسي للعقد.إلغاء إلعقد .23
 أألساسية للعقد تشمل على سبيل المثال ال الحصر الحاالت التالية:

( متتالية عندما ال يكون التوقف قد سمح به مشرف 31إذا توقف المقاول عن العمل لمدة عشرة أيام ) (أ 
 المشروع؛ 

يوما من  اربعين و خمسهيدفع صاحب العمل الى المقاول دفعة مصدقة من قبل مشرف المشروع خالل  إذالم (ب 
 تصديق مشرف المشروع؛
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( يوما من إخطاره بذلك  من قبل مشرف 23إذا فشل المقاول في تصحيح خلل )عيب( خالل واحد وعشرين) (ج 
 المشروع؛ و

 ( يوما.11إذا أخر ألمقاول إكمال أألعمال لمدة ثالثين ) (د 

ذلك وذلك بإعطاء المقاول ثالثين وبغض النظر  عن ما ورد أعاله   ، يمكن لصاحب العمل أن يلغي العقد إذا إرتاى 
( يوم إخطارًا كتابيا. إذا تم إلغاء العقد، سوف يتوقف المقاول فورا عن العمل، ويجعل الموقع سليم وامن، ويترك 11)

 ( يوما من إكتمال مدة أإلخطار.35الموقع خالل خمسة عشرة )

( يوم إخطار لألخر نتيجة ألحداث خارج 11. يمكن ألي طرف أن يلغي العقد وذلك بإعطاء ثالثين )إلقوة ألقاهرة .22
 سيطرة ذلك الطرف، مثل الحروب، الزالزل، الفيضانات، الحرائق، ال .

 المشروع مشرف يصدر سوف المقاول، قبل من للعقد أساسي خرق  بسبب العقد إلغاء كان إذا. إإللغاء حين دفعإل .21
 إصدار تاري  حتى استلمت التي المقدمة الدفعة منها يحسم طلبها تم التي والمواد المكتملة أألعمال بقيمة شهادة
 يكون  سوف للمقاول، دفعها الواجب المبالغ تتجاوز العمل لصاحب دفعها الواجب المبالغ إجمالي كان إذا. الشهادة
 .العمل لصاحب المقاول قبل من دفعه واجب دين الفرق 

أألعمال ألمؤقتة، وأألعمال ملك لصاحب العمل إذا . سوف تعتبر كل المواد ومعدات اإلنشاءات في الموقع، إلملكية .24
 كان العقد قد الغي بسبب إهمال ألمقاول.

. سوف يبذل صاحب العمل والمقاول كل جهد لحل ودي بالمفاوضات المباشرة ألي خالف أو نزاع نشأ فض إلنزإعات .25
أخذ المسألة إلى ألتحكيم وذلك بينهما تحت أو ذا عالقة بالعقد. في حالة  إستمرار النزاع  يستطيع أي طرف أن ي

ق وانين السلطة الوطنية الفلسطينية. سوف يكون مكان التحكيم مناطق السلطة  و بموجب القانون المطبق على العقد
 الوطنية الفلسطينة من خالل غرفة التحكيم الفلسطينية الدولية .

 إلصيانةضمان  -حسن إلتنفيذكفالة   .20
 " كفالة مصرفية بضمان حسن التنفيذ بمبلغخطاب الترسية م من تسلم "ايأ31إلى صاحب العمل خالل  ألمقاوليقدم 
 اً حلصا ضمان حسن إلتنفيذن يبقى يجب أو % من قيمة العقد وطبقا للنموذج المرفق )نموذج ضمان حسن التنفيذ(. 31

. يتعين االستعاضة عن كفالة حسن أو العقداألشغال ( يوما بعد تاري  انتهاء 28عشرين )و قل عن ثمانية تلمدة ال 
من مبلغ  كفالة حسن التنفيذ لتغطية  (٪ 51)كفالة بنكية تغطي خمسين في المائة ستالم األبتدائي باإلبعد  التنفيذ

 .عيوبالإصالح  فترة  عن مسؤوليةال
 :إلتأمين .27

 بالمبالغ العيوب، إصالح فترة انتهاء وحتى البدء تاري  منذ العمل، صاحب وباسم باسمه التأمين بتوفير المقاول يقوم
 :المقاول مخاطر عن الناجمة التالية األحداث لتغطية الالزمة

 .العقد قيمة من%  335 بنسبةوالمواد؛  المشمولة بالعقد أو خراب األشغال فقدان -أ 
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 فقدان أو خراب المعدات : على المقاول إحضار وثائق التأمينات الخاصة بالمعدات. -ب 

 

% من  25بنسبة  ؛)باستثناء االشغال المشمولة بالعقد والمواد( المتصلة بالعقد الدائمة الممتلكات خراب أو فقدان -ج 
 قيمة العقد.

 العمل قانون  حسبلموظفي المقاول  . الثالث والطرف العقد طرفي افراد من لكل الموت أو الشخصية اإلصابات -د 
 و. يور  311,111وللطرف الثالث  2111 لسنة 7 رقم الفلسطيني
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. المخططات3القسم   
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 . المواصفات4القسم 

 

 

 المواصفات الفنية 
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 . جدلل الكميات5القسم 
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 . نموذج خطاب تقديم عرض سعر6القسم 

 ) إدخل التاريخ(التاريخ: 

 البلدية() إدخل إسم إلى:

 ) إدخل إسم البلدية ل عنوانها(

 

بموجب ) إدخل  رقم المشرلع( نعرض نحن تنفيذ مشروع ____________________________  رقم المشروع: 

شروط العقد المرفقة لعرض السعر هذا وبسعر عقد ___________________________________)المبالغ بالكلمات 

سم العملة( . نحن نقترح انهاء  أألعمال الموصوفة في العقد خالل مدة  واألرقام( _______________ )ا

 ____________)كلمات ورقم( أيام تقويمية من تاريخ البداية.

ملزما  بيننا. نحن نفهم بأنكم غير ملزمين بقبول أقل أألسعار أو أي عرض  ا  سوف يشكل عرض السعر هذا وقبولكم الكتابي عقد

 سعر تستلمونه.

 ذا نؤكد نحن أن عرض سعرنا هذا يستجيب لمدة صالحية العرض المطلوبة في وثائق العرض.بموجب ه

ل ____________________  توقيع المخو 

 إسم وصفة الموقع _________________

 إسم المقاول _____________________

 العنوان: _______________________

 رقم الهاتف: _____________________

 الفاكس، إن وجد، _______________رقم 
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 عقد إتفاقية نموذج. 7 القسم

 إتفاقية

بواسطة وبين  2138هذه اإلتفاقية، عملت يوم ____________________ من __
_____________________________________________________________________________

 )أسم وعنوان صاحب العمل ويدعى فيما بعد "صاحب ألعمل" ( و______ ) إدخل إسم البلدية(__________

_____________________________________________________________________________
___________________________________________________________  ) اسم وعنوان المقاول 

 ويدعى فيما بعد "المقاول" ( من الطرف اآلخر.

تاهيل طرق داخلية في بلدة سنجل                                                  حيث أن صاحب العمل يرغب في أن ينفذ المقاول 

 __اسم ورقم تعريف ألعقد ويدعى فيما بعد "أألعمال" () إدخل إسم البلدية(رقم المشروع: 

كمال هذه األعمال ومعالجة أية عيوب فيها.وصاحب ألعمل كان قد قبل عرض السعر المقدم من قبل المقا  ول وذلك لتنفيذ وا 

 اآلن، تشهد هذه اإلتفاقية على التالي:

في هذه اإلتفاقية، سوف يكون للكلمات والعبارات نفس المعاني كما يكون محدد لها على التوالي في شروط العقد المشار  .3
 إليه فيما بعد، وسوف تعتبر لتشكل وتكون مقروءة وتفسر كجزء من هذه أإلتفاقية. 

يعاهد ألمقاول صاحب ألعمل أن ينفذ  في إعتبار الدفعات التي سوف يدفعها صاحب ألعمل للمقاول كما سيتم ذكره الحقا، .2
 ويكمل أألعمال ويعالج أية عيوب بهذا الشأن مطابقا بذلك كل ما يتعلق بشروط ألعقد.

كمال األعمال ومعالجة ألعيوب حيث وجدت، سعر العقد أو    .1 يتعهد صاحب ألعمل أن يدفع للمقاول ، في مقابل تنفيذ وا 
 د في أألوقات واألسلوب الموصوف في العقد.أي مبلغ يصبح واجب الدفع بموجب شروط العق

 ختم_________________________________________________

____________________________________________________ 

 تم وضعه هنا بحضور كل من:

_____________________________________________________ 

 ختم، وصدق عليه وتم تسليمه من قبل 
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  _____________________________________________ 

 بحضور كل من:

_____________________________________________ 

 توقيع صاحب ألعمل _________________________________

 توقيع ألمقاول_____________________________________
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 5 كفالة بنكية للدفعة المقدمة8القسم                             1.51

 __) إدخل إسم البلدية(إلى 

 __ ) إدخل إسم البلدية (
 ______ )اسم ألعقد() إدخل  رقم المشرلع(تاهيل طرق داخلية في بلدة  رقم المشروع: 

 
 ألسادة:

_______________ )اسم وعنوان ألمقاول( )"دفعة مقدمة"( من ألعقد ألمذكور  30بموجب شروط ألعقد، الفقرة  .3
)يسمى هنا فيما بعد "ألمقاول"( سوف يودع لدى ____________ )اسم صاحب ألعمل( كفالة بنكية لضمان أدائه 

 الصحيح والوافي تحت الفقرة المذكورة من ألعقد بقيمة )مبلغ الكفالة( ___________________ )المبلغ بالكلمات(.
____ )اسم البنك أو ألمؤسسة المالية(، بموجب تعليمات ألمقاول، نوافق أن نضمن بدون نحن، ألـ _________ .2

)اسم صاحب ألعمل( عند أول طلب منه بدون  بلدية شروط وبشكل نهائي كملتزم رئيسي وليس ككفيل فقط، الدفع إلى 
______________ )مبلغ أي حق إعتراض من طرفنا أيا كان وبدون اي مطلب له من ألمقاول، مبلغ ال يتجاوز __

 الكفالة( _________________ )المبلغ بالكلمات(.

نحن أيضا نوافق أّن أي تغيير او اضافة أو أية تعديالت أخرى على شروط ألعقد أو أألعمال الواجب تنفيذها أو أية  .1
نا باي طريقة من أي )اسم صاحب ألعمل( وألمقاول، سوف لن تعفيبلديةسنجل وثائق تعاقدية والتى يمكن أن تعد بين 

 مسئولية تحت هذه الكفالة، و نحن هنا نتنازل عن إخطارنا بمثل هذا التغيير، أإلضافة أو ألتعديل.

)اسم  بلدية سوف تبقى هذه ألكفالة سارية ألمفعول وبكامل مفعولها من تاري  الدفعة ألمقدمة تحت ألعقد حتى تستلم  .4
 صاحب ألعمل( دفعات بنفس القيمة من ألمقاول.

 
 ألمخلل

 
 ألتوقيع وألختم ______________________
 اسم البنك أو ألمؤسسة ألمالية:_____________

 ألعنوان: __________________________ ألتاري  _________________
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 نموذج ضمان حسن التنفيذ-9القسم 
 

 (غير مشروطةكفالة بنكية )

 

]يمأل المصرف/مقدم العرض الفائز، الذي يوفر الضمان، نموذج ضمان حسن التنفيذ هذا بحسب التعليمات المشار إليها بين 
 األقواس، إذا كان صاحب العمل يحتاج هذا النوع من الضمان[ 

 
 اسم المصرف وعنوان الفرع أو المكتب الُمصِدر[ أدخل]
 

 مل [اسم وعنوان صاحب الع أدخل[المستفيد : 
 

 التاري [ أدخلالتاري : ]
 

 الرقم[ أدخل].………………:  ضمان حسن التنفيذ رقم
 

رقم العرض[  المؤرخ لديكم، لتنفيذ  أدخلاسم المقاول[ )يسمى فيما يلي "المقاول"( قد تعاقد في عقد رقم ] أدخلتم إبالغنا بأن ]
 اسم العقد ووصف موجز لألعمال المفروضة عليه[ )يسمى فيما يلي "العقد" ( أدخل]
 

 وعليه، فإننا نعي، بحسب شروط العقد، بأن ضمان حسن التنفيذ مطلوبا.  
 

المبلغ باألرقام[  أدخلاسم المصرف[ نلتزم بدفع أي مبلغ أو مبالغ ال تتجاوز بمجملها مبلغ ] أدخلبطلب من المقاول، نحن ]
، فور تسلمنا منكم أول طلب خطي مصحوبا بإفادة خطية تفيد بأن مقدم العرض قد أخل بالتزامه  21المبلغ بالكلمات[( أدخل)]

 )بالتزاماته( تحت العقد دون الحاجة ألن تثبتوا أو توضحوا األساس لطلبكم أو المبلغ المحدد فيه.  
 

ادة القبول، وتحسب بناءا على نسخة من هذه الشهادة يوما من تاري  إصدار شه 22تنتهي صالحية هذا الضمان ليس قبل 
، أيهما أوال. وبالتالي، فإن أي طلب للدفع تحت هذا الضمان 22التاري  باليوم والشهر والسنة[ أدخلستقدم لنا، أو في تاري  ]

 يجب أن نستلمه في هذا المكتب في ذلك التاري  أو قبله.
 

                                                
21

 يمثل نسبة مئوية من قيمة العقد المحددة في العقد.رف( سيدخل مبلغا صالكفيل )الم
22

العقد، سيحتاج صاحب بعد تاريخ االنتهاء المتوقع. على صاحب العمل أن يعلم بأنه في حال تمديد مدة انتهاء لثمانية وعشرين يوما  التاريخأدخل 
ا العمل إلى طلب تمديد لهذا الضمان من الكفيل. يجب أن يكون هذا الطلب خطيا وقبل تاريخ االنتهاء المنصوص عليه في الضمان. في إعداد هذ

هذا الضمان لمرة واحدة الضمان، قد يرى صاحب العمل إضافة النص التالي إلى النموذج، في نهاية الفقرة قبل األخيرة: "يوافق الكفيل على تمديد 
بل انتهاء ولفترة ال تتعدى ]ستة أشهر[ ]سنة واحدة[، ردا على طلب صاحب العمل الخطي لمثل هذا التمديد، على أن يقدم مثل هذا الطلب إلى الكفيل ق

 هذا الضمان."
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_____________________________ 

 [)المخولين( من المصرف المخول )الممثلين(  واقيع( الممثل]توقيع )ت
 
 

 [الصفة]اذكر  بصفة[ المقاول]اسم  عن بالنيابة)المخولين([  المخول)الممثلين(  الممثل]توقيع )تواقيع(  قبل من موقع
 

 بحضور ]أدخل اسم وتوقيع الشاهد[  وذلك
 [التاريخ]أدخل  التاريخ
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 البيئية اإلدارة خطة:  91 القسم

 
 

 )مالحظة : يتم إرفاق خطة إإلدإرة إلبيئية حسب طبيعة إلمشروع(
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 : نماذج  خطة اإلدارة البيئية11القسم 
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 (:9ملحق رقم )
 

 )إسم إلمقاول وإلعنوإن على ورق مروس(
 

 بااللتزإم وتنفيذ إلشروط إلبيئيةتعهد إلمقاول 
 

 أقر أنني قرأت وفهمت متطلبات وشروط خطة االدارة البيئية المرفقة لعرض األسعار.
وأيضا أقر ان اي تكاليف الزمة التمام متطلبات خطة االدارة البيئية واية متطلبات بيئية اخرى قد ينل 

 عليها جدول الكميات متضمنة في عرض األسعار.
بالتحقق من تنفيذ  --------ول عرضنا وارساء العقد علينا، فانني ساقوم بتكليف السيد في حالة قب

 وااللتزام بالشروط البيئية المطلوبة.
 

 -------------------التاري               --------------التوقيع 
--------------اسم المقاول 
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 (:2ملحق رقم )

 

 ()إسم إلمقاول وإلعنوإن على ورق مروس
 

 تأكيد إلمقاول بالتزإمه بتنفيذ خطة إالدإرة إلبيئية
 

)اسم المشروع(، أنني على علم بالشروط  -------)رقم العقد(  ----------أقر أنه وبعد إرساء العقد 
والمتطلبات البيئية الموجودة في العقد والتي تم التنويه اليها في كتابي الخال )بهذه الشروط والمتطلبات( 

 .-------ض األسعار المقدم بتاري  المرفق بعر 
والذي يعمل  -------أقر بمقدرتي على االلتزام وتنفيذ الشروط الواردة في خطة االدارة البيئية. وبأن السيد 

قد تم تكليفه بالتحقق من تنفيذ وااللتزام بالشروط البيئية المطلوبة. وهو على علم  -------لدينا بمنصب 
 االدارة البيئية.بشروط ومتطلبات خطة 

أقر أيضا أنه في حالة عدم التزامي بأي أو بكافة هذه الشروط، يقوم مشرف المشروع بتقدير تكلفة األضرار 
التي يجب علينا دفعها أو يسترد صاحب العمل تكلفة األضرار بخصمها من أية مستحقات مالية لنا أو من 

 كفالة حسن التنفيذ.

 
 -------------------التاري               --------------التوقيع 

 -------------------------اسم المقاول 
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 عرض السعر ضمان إقرار خطابنموذج : 32 القسم

 ]يمأل المقاول هذا النموذج بحسب التعليمات المشار إليها بين األقواس[
 
 

 : ]أدخل التاري [إلتاريخ
 : ]أدخل اسم العقد[إسم إلعقد

 
 : ]أدخل الرقم[ رقم إلعقد

 
 

 : _________________________________إلى
 

 نحن ، الموقعون أدناه، نعلن بأننا:
 
 نعي بأن عرض السعر يجب أن يكون مدعما بخطاب إقرار ضمان، حسب شروطكم.  .5

صندوق تطوير و إقراض الهيئات نقبل بأن أهليتنا لتقديم العروض/العطاءات ستعلق في أي عملية شراء ل .6
لمدة ]أدخل المدة[ بدءا من ]أدخل تاري  البدء[، إذا ما قمنا باإلخالل بالتزاماتنا تجاه العرض، بسبب  المحلية
 أننا: 

 سحبنا عرض السعر خالل فترة صالحية العرض المحددة من قبلنا في خطاب تقديم عرض االسعار؛  ( أ

 وثيقة استدراج العروض؛ أولم نقبل بتصحيح أألخطاء الحسابية بموجب التعليمات المدرجة ضمن  ( ب

( فشلنا أو رفضنا 2ت(     اذا تم إشعارنا بقبول عرضنا من قبل الهيئة المشترية خالل فترة صالحية العرض، ولكننا )
( فشلنا أو رفضنا أن نوفر ضمان حسن التنفيذ خالل 2توقيع العقد خالل الفترة المحددة في خطاب القبول، أو )

 لقبول. الفترة المحددة في خطاب ا

أيام من انتهاء  23إن لم تتم ترسية العقد علينا، نعي أن اقرار ضمان العرض هذا ستنتهي صالحيته بعد  .7
 صالحية العرض المقدم من قبلنا. 

نعي أننا إن كنا إئتالف شراكة، فإن اقرار ضمان العرض يجب أن يكون باسم شركة أإلئتالف الذي يقدم  .2
ذا لم يكن أإلئتالف مسج ل قانونيا في وقت تقديم العرض، يكون اقرار ضمان العرض مسجال العرض. وا 

 بأسماء كافة الشركاء المستقبليين في االئتالف.
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 الصفة[  أدخل]بصفة توقيع )تواقيع( الممثل المخول[  أدخل]توقيع 

 
 االسم[  أدخل]إالسم 

 
 اسم الجهة المخوِلة[  أدخل]مخول لتوقيع إلعرض لصالح وبالنيابة عن 

 
 التاري  باليوم والشهر والسنة[ أدخل]بتاريخ 
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15.4 Annex 4 - Sample Letter of Bid for works 

 

Letter of Bid 

 

 
Date of this Bid submission: [insert date (as day, month and year) of Bid submission] 
RFB No.: [insert number of RFB process] 
Alternative No.: [insert identification No. if this is a Bid for an alternative] 
 
To: [insert complete name of Employer] 
 
(a) No reservations: We have examined and have no reservations to the bidding document, 

including Addenda issued in accordance with ITB 8; 

(b) Eligibility: We meet the eligibility requirements and have no conflict of interest in 
accordance with ITB 4; 

(c) Bid-Securing Declaration: We have not been suspended nor declared ineligible by the 
Employer based on execution of a Bid-Securing Declaration or Proposal-Securing 
Declaration in the Employer’s Country in accordance with ITB 4.7; 

(d) Conformity: We offer to execute in conformity with the bidding document the following 
Works: [insert a brief description of the Works]__________________________________  

(e) Bid Price: The total price of our Bid, excluding any discounts offered in item (f) below is: 
[Insert one of the options below as appropriate] 

[Option 1, in case of one lot:]  Total price is: [insert the total price of the Bid in words and 
figures, indicating the various amounts and the respective currencies]; 

Or  

[Option 2, in case of multiple lots:] (a) Total price of each lot [insert the total price of each 
lot in words and figures, indicating the various amounts and the respective currencies]; 
and (b) Total price of all lots (sum of all lots) [insert the total price of all lots in words and 
figures, indicating the various amounts and the respective currencies]; 

(f) Discounts: The discounts offered and the methodology for their application are:  

(i) The discounts offered are: [Specify in detail each discount offered.] 

(ii) The exact method of calculations to determine the net price after application of discounts 
is shown below: [Specify in detail the method that shall be used to apply the discounts]; 

(g) Bid Validity Period: Our Bid shall be valid for a period specified in BDS ITB 18.1 of days 
from the date fixed for the Bid submission deadline in accordance with the bidding 
document, and it shall remain binding upon us and may be accepted at any time before the 
expiration of that period; 
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(h) Performance Security: If our Bid is accepted, we commit to obtain a performance security 
[and an Environmental, Social, Health and Safety (ESHS) Performance Security, Delete if 
not applicable] in accordance with the bidding document; 

(i) One Bid Per Bidder: We are not submitting any other Bid(s) as an individual Bidder or as a 
subcontractor, and we are not participating in any other Bid(s) as a Joint Venture member, 
and meet the requirements of ITB 4.3, other than alternative Bids submitted in accordance 
with ITB 13; 

(j) Suspension and Debarment: in case the contract is financed by the World Bank, we, 
along with any of our subcontractors, suppliers, consultants, manufacturers, or service 
providers for any part of the contract, are not subject to, and not controlled by any entity or 
individual that is subject to, a temporary suspension or a debarment imposed by the World 
Bank Group or a debarment imposed by the World Bank Group in accordance with the 
Agreement for Mutual Enforcement of Debarment Decisions between the World Bank and 
other development banks. In case the contract is financed by a financing donor, other than 
the World Bank, we have not been included in the sanctions list of the UN, EU and the 
financing donor Further, we are not ineligible under the Employer’s Country laws or official 
regulations or pursuant to a decision of the United Nations Security Council; 

(k) State-owned enterprise or institution: [select the appropriate option and delete the other] 
[We are not a state-owned enterprise or institution] / [We are a state-owned enterprise or 
institution but meet the requirements of ITB 4.6]; 

(l) Commissions, gratuities and fees: We have paid, or will pay the following commissions, 
gratuities, or fees with respect to the Bidding process or execution of the Contract: [insert 
complete name of each Recipient, its full address, the reason for which each commission or 
gratuity was paid and the amount and currency of each such commission or gratuity] 

 

Name of Recipient Address Reason Amount 

    

    

    

    

 
(If none has been paid or is to be paid, indicate “none.”) 

 
(m) Binding Contract: We understand that this Bid, together with your written acceptance 

thereof included in your Letter of Acceptance, shall constitute a binding contract between 
us, until a formal contract is prepared and executed;  

(n) Not Bound to Accept: We understand that you are not bound to accept the lowest 
evaluated cost Bid, the Most Advantageous Bid or any other Bid that you may receive; and 

(o) Fraud and Corruption: We hereby certify that we have taken steps to ensure that no 
person acting for us or on our behalf engages in any type of Fraud and Corruption; and 

(p) Adjudicator: We accept the appointment of [insert name proposed in Bid Data Sheet] as 
the Adjudicator. 

 
[or] 
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We do not accept the appointment of [insert name proposed in Bid Data Sheet] as the 
Adjudicator, and propose instead that [insert name] be appointed as Adjudicator, whose daily 
fees and biographical data are attached. 

 

Name of the Bidder: *[insert complete name of person signing the Bid] 
 
Name of the person duly authorized to sign the Bid on behalf of the Bidder:**[insert 
complete name of person duly authorized to sign the Bid] 
 
Title of the person signing the Bid: [insert complete title of the person signing the Bid] 
 
Signature of the person named above: [insert signature of person whose name and capacity 
are shown above] 
 
Date signed [insert date of signing] day of [insert month], [insert year] 
 
*: In the case of the Bid submitted by joint venture specify the name of the Joint Venture as 
Bidder 
**: Person signing the Bid shall have the power of attorney given by the Bidder to be attached 
with the Bid 
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16 INTRODUCTION 

16.1 Appointment of Consultants 

 
(1) Hiring of local or international consultants is a crucial element in the project cycle. A 

project may not be ready for financing without Consultant’s Services. An aid agreement 
may not be effective till a Consultant is in place. A tender document may not be issued or 
even prepared without a Consultant. A system may not be introduced or reformed without 
the Services of Consultant.  

(2) At the conceptual or project preparation stage it is to be thoroughly scrutinized to identify 
the areas where the Services of the Consultant is necessary if the technology involved is 
complex and not locally available and the concerned agency has no experience. 
Therefore, where it is considered expedient that the service of a Consultant is required, 
appointment of local or international Consultants should be considered. However, the 
Procuring Entities should be selective in appointment of Consultants. 

(3)  International Consultants may be appointed when local expertise is not available. While 
using international Consultants arrangements should be made to ensure a mechanism for 
transfer of technology or expertise. Human resources development should form an 
integral part of any technical assistance program.  

 

(4) Consultants are generally appointed for the following purposes:  
 

Project services  

Preparation services Implementation services Advisory services 

Sector studies Tender documents Policy and strategy 

Master plans Procurement assistance Reorganization/privatization 

Feasibility studies Construction supervision Institution building 

Design studies Project management Training/knowledge transfer 

 Quality management Management advice 

 Commissioning Technical/operating advice 

 

16.2 The Procuring Entity 

 
(5) Throughout this document the term Procuring Entity (PE) will be used since most of the 

consultancy services will be procured by the MDLF or larger municipalities. 

(6) The Procuring Entity (the LGU or the MDLF)will ensure that the following conditions are 
met: 

(a) the procedures to be used will result in the selection of consultants who have the 
required professional qualifications, 

(b) the selected consultant will carry out the assignment in accordance with the agreed 
schedule, and 

(c) the scope of the services is consistent with the needs of the project. 
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16.3 The Municipal Development and Lending Fund 

 
(7) The MDLF will finance consultancy services contracts provided that such contract will be 

in line with the following needs: 

(a) the need for high-quality services, 
(b) the need for economy and efficiency, 
(c) The need for transparency in the selection process. 

 
(8) The MDLF will ensure that the following conditions are met: 

(a) the procedures to be used will result in the selection of consultants who have the 
necessary professional qualifications, 

(b) the selected consultant will carry out the assignment in accordance with the agreed 
schedule, and 

(c) the scope of the services is consistent with the needs of the project. 

(9) The MDLF will be responsible for the entire process and for providing the Procuring 
Entity with the donor’s No-objection after prior review by the donor following the stages 
in the figure below.  
 

 
 
Figure 2: Prior review stages  

  

PRIOR REVIEW

STAGES

Terms of Reference

Shortlist

Document containing

LOI/

Contract, etc.

Technical Evaluation

Financial/Combined

Evaluation

Negotiated Draft

Contract

Final Contract
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17 SELECTION METHODS 

17.1 SELECTION OF FIRMS 
17.1.1 Quality & Cost Based Selection (QCBS) 
17.1.2 Quality- Based Selection (QBS) 
17.1.3 Least-Cost Selection (LCS) 
17.1.4 Selection based on consultant Qualifications (CQS) 
17.1.5 Single-Source Selection (SSS) 

17.2 SELECTION OF INDIVIDUAL CONSULTANTS 

17.1 Selection of firms 

 
1) Out of the selection methods  used by World Bank23 and depending on the size and type 

of the assignment, this manual recommends to use the following selection methods (8 
illustrates the recommended selection methods of consultants and their applicability limits 
and Table 9 recommends the selection method linked to the type of the assignment):  

17.1.1 Quality & Cost Based Selection (QCBS) 

 
This selection uses a competitive process among short-listed firms that takes into account 
the quality of the proposal and the cost of the services in the selection of the successful 
firm. Cost as a factor of selection shall be used judiciously. The relative weight to be given 
to the quality and cost shall be determined for each case depending on the nature of the 
assignment. In this case, the Procuring Entity shall refer to the World Bank standard 
procedures24 and documents to prepare the RFP.  The steps for using the Quality and Cost 
Based Selection Method (QCBS) are: 

(a) Prepare TOR for the assignment; 
(b) Prepare requests for Expressions of Interests (EOI)(See Annex A for a sample 

Request for EOI), advertise, receive and evaluate expressions of interest, 
develop shortlist of consultants for the assignment(See Annex D for the 
Evaluation of EOI); 

(c) Obtain “No Objection” to the TORs,  
(d) For contracts subject to prior review Obtain “No Objection” to the shortlist; 
(e)  
(f) Prepare Request for Proposals (RFP) using the Bank’s standard RFP25; 
(g) For contracts subject to prior review Obtain “No Objection” to the RFP and issue 

the RFP to the short listed consultants; 
(h) Hold the meeting with the consulting firms requesting to visit the benefiting 

agency or site if specified in the RFP, document any questions for clarifications 
and their respective answers, and respond to all consulting firms requesting 
clarification; if there is a need to modify RFP documents due to answers provided 
to the consultants, or due to benefiting agency own initiative, such modifications 
shall be made through an amendment approved by the Donor;. 

(i) Receive technical and financial proposals; 
(j) Open and evaluate technical proposals and prepare technical evaluation report; 

                                                
23

 Refer to “World Bank Procurement Regulations for Investment Project Financing Borrowers, July 2016” 
24

 Same as above  
 
25

 The Bank’s standard RFP is available at http://pubdocs.worldbank.org/en/732291488554794892/SPD-
Request-for-Proposals-PLANT-January2017.docx 
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(k) For contracts subject to prior review Obtain “No Objection” to the technical 
evaluation report; 

(l) Inform participating consultants of the results of the technical evaluation. Also, 
inform consultants who’s proposals have passed the minimum score of the time 
and place for opening of the financial proposals; 

(m) Open and evaluate financial proposals. Prepare combined technical and financial 
evaluation report with recommendation of the winning firm and a signed copy will 
be sent to the donor for its information, invite the high ranked firm for 
negotiations; 
 

(n) Conclude negotiations and initial contract with the firm; 
(o) When applicable Obtain “No Objection” to the initialed contract; 
(p) Sign the contract with the consulting firm and provide the donor with copies; 
(q) Supervise the performance of the consultant; review their outputs and 

deliverables; 
(r) Review, approve and issue payments to the consultant. 

 

17.1.2 Quality- Based Selection (QBS) 

 
In this method, the RFP may request submission of a technical proposal only (without 
financial proposal), or request submission of both technical and financial proposals at the 
same time, but in separate envelops. This method is appropriate for the following types of 
assignments: 

a. Complex or highly specialized assignments for which it is difficult to define 
precise Terms of Reference (TOR) and the required input from the consultants, 
and for which the client expects the consultants to demonstrate innovation in 
their proposals (for example, country economic or sector studies, multi-sectoral 
feasibility studies, financial sector reform). 

b. Assignments that have high downstream impact and in which the objective is to 
have the best experts (for example, feasibility and structural engineering design 
of such major infrastructural design, policy studies of national significance). 

c. Assignments that can be carried out in substantially different ways, such that 
proposals will not be comparable (for example, management advice, and sector 
and policy studies in which the value of the services depends on the quality of 
the analysis). 

d. Under QBS, the Proposal quality is evaluated without using cost as an evaluation 
criterion. If the request for proposals requests both technical and financial 
Proposals, the financial Proposal of only the highest technically qualified firm is 
opened and evaluated to determine the Most Advantageous Proposal. However, 
if the request for proposals document requests only technical Proposals, the firm 
with the highest-ranked technical Proposal is invited to submit its financial 
Proposals for negotiations.  

 
 
In this case, the Procuring Entity shall refer to the World Bank standard procedures26 and 
documents to prepare the RFP.  
 

                                                
26

 Refer to “World Bank Procurement Regulations for Investment Project Financing Borrowers, July 2016” 
” 
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The steps for using the Quality Based Selection Method (QBS) are: 

(a) Prepare TOR for the assignment; 
(b) Prepare requests for Expressions of Interests (EOI), advertise, receive and 

evaluate expressions of interest, develop shortlist of consultants for the 
assignment; 

(c) Obtain Donor’s “No Objection” to the TORs, In case of prior review contract Obtain 
Donor’s “No Objection to the shortlist; 

(d) Prepare Request for Proposals (RFP) using the World Bank’s standard RFP; 
(e) In case of prior review contract Obtain Donor “No Objection” to the RFP and issue 

the RFP to the short listed consultants; 
(f) Receive technical and financial proposals; 
(g) Open and evaluate technical proposals and prepare technical evaluation report; 
(h) In case of prior review contract Obtain Donor “No Objection” to the technical 

evaluation report; 
(i) Inform participating consultants of the results of the technical evaluation. Also, 

inform consultants whose proposals have the highest technical score of the time 
and place for opening of his financial proposal; 

(j) Open and negotiate financial proposals only of the highest ranked technical 
proposal; 

(k) Conclude negotiations and initial contract with the firm; 
(l) In case of prior review contract Obtain Donor “No Objection” to the initialed 

contract; 
(m)  The rest of financial proposals are returned unopened; 
(n) Sign the contract with the consulting firm and provide the Donor with copies; 
(o) Supervise the performance of the consultant; review their outputs and deliverables; 
(p) Review, approve and issue payments to the consultant.  
 

17.1.3 Least-Cost Selection (LCS) 

 
This method is appropriate for selecting consultants for assignments of a standard or 
routine nature (audits, engineering design of noncomplex works, and so forth) where well-
established practices and standards exist. Under this method, a “minimum” qualifying mark 
for the “quality” is established. Proposals, to be submitted in two envelopes, are invited from 
a short list. The minimum qualifying mark shall be established and stated in the RFP, 
Technical proposals are opened first and evaluated. Those scoring less than the minimum 
qualifying mark will be rejected, and the financial proposals of the rest are opened in public. 
The firm with the lowest price shall then be selected. All proposals above the minimum 
compete only on “cost”. The detailed selection process is covered under section 5 
hereinafter. The steps for using the LCS are: 

 

(a) Preparing TORs for the assignments; 

(b) Prepare requests for Expressions of Interests (EOI), advertise, receive and 
evaluate expressions of interest, develop shortlist of consultants for the 
assignment; 

(c) Obtain Donor No Objection to the TOR and in case of prior review contract to the 
short list 

(d) Prepare Request for Proposals (RFP) using the World Bank’s standard RFP; 
(e) Receive technical and financial proposals; 
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(f) Open, evaluate technical proposals, prepare technical evaluation report, Prepare 
minutes of technical proposal opening session; 

(g) In case of prior review contract Obtain Donor “no objection” to the technical 
evaluation report. 

(h) Inform participating consultants of the results of the technical evaluation. Also, 
inform consultants whose proposals have passed the minimum score of the time 
and place for opening of the financial proposals. Those securing less than the 
minimum qualifying mark are rejected and their financial proposal shall be 
returned unopened; 

(i) Open and evaluate financial proposals and select the firm with the lowest price, 
prepare minutes for financial proposal opening session; 

(j) Prepare financial evaluation report with recommendation of the winning firm and 
a signed copy will be sent to the FP for its information, invite the high ranked firm 
for negotiations; 

(k) Conclude negotiations and initial contract with the winning consultant; 
 

(l) Provide the Donor with copies of the negotiated contract for its final clearance of 
the contract; 

(m) Supervise the performance of the consultant; review outputs and deliverables 
from the consultant; 

(n) Review, approve and issue payments to the consultant. 

17.1.4 Selection based on consultant Qualifications (CQS) 

 
This method may be used for small assignments for which the need for preparing and 
evaluating competitive proposals is not justified. Thresholds defining “small” has been 
determined in Table 7, taking into account the nature and complexity of the assignment. The 
detailed typical selection process is covered under section 5 hereinafter. 

(1)The Procuring Entity shall select the  Consultants with the best possible qualifications, since 
very small assignments may be very important and could be highly specialized advisory 
Services with a limited scope and duration.  

(2) The Procuring Entity shall not disregard quality while aiming to reduce the cost and time 
needed to hire a Consultant. 

(3) The Procuring Entity shall first prepare the TOR and then request the Expressions of 
Interest and qualification information on the Consultants’ experience and competence 
relevant to the assignment from Consultants in the data base. 

 
(4) The Procuring Entity shall request expressions of interest (REOI), by attaching the TOR to the 

REOI. At least three qualified firms shall be requested to provide information about their relevant 

experience and qualifications.  

 

(5) The Procuring Entity shall establish a short-list and select the firm with the best 
qualifications and references (See Annex D for the Evaluation of EOI).  

(6) From the firms that have submitted an EoI, the Procuring Entity selects the firm with the best 

qualifications and relevant experience and invites it to submit its technical and financial Proposals 

for negotiations. Advertisement of REoIs is not mandatory.  
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(7) The selected firm shall be asked to submit a combined technical-financial proposal and 
then be invited to negotiate the contract(see Annex H for a sample RFP-CQS). 

(8) The PE appoints a negotiating team whose members should be fully familiar with the 
TOR, the consultant’s proposal, the comments and suggestions of the Evaluation 
Committee relating to the technical and financial evaluation reports, and 
recommendations of the decision-making authority (at least one member of the Evaluation 
Committee should take part in the negotiations). 

(9) For QBS, CQS, and SSS, where the financial conditions of the proposal can be 
negotiated, the team should have independent information on rates and salaries of 
consultant staff in their country. Both parties should appoint a chief negotiator and, if so 
required, the consultants’ representative should submit a power of attorney. 

(10) Negotiations are based on a mutually agreed upon agenda composed of the main items to 
be negotiated, that is, methodology, work plan, proposed staff, inputs, financial terms, and 
special conditions of the contract. 

17.1.5 Direct Selection-Single-Source Selection (SSS) 

 
Single-source selection shall be used only in exceptional cases. The justification for single-
source selection shall be examined in the context of the overall interests of the Procuring 
Entity and the project, and to ensure economy and efficiency and provide equal opportunity 
to all qualified consultants. 
Single-source selection may be appropriate only if it presents a clear advantage over 
competition and shall be limited to the following cases: 
 

(a) for tasks that represent a natural continuation of previous work carried out by a 
Consultant within the last 12 months, where continuity in the technical approach, 
experience acquired, and continued professional liability of the same Consultant may 
make continuation with the initial Consultant preferable to a new competition, if 
performance has been satisfactory in the previous assignment(s);  

(b) in emergency cases, such as in response to disasters and for consulting services 
required during the period of time immediately following the emergency; 

(c) for very small assignments as identified in Table 7;  
(d) when only one firm is qualified or has experience of exceptional worth for the 

assignment; 
(e) an existing contract for Consulting Services, may be extended for additional Consulting 

Services of a similar nature, if it is properly justified, no advantage may be obtained by 
competition, and the prices are reasonable; the procurement is of both very low value 
and low risk, as agreed in the Procurement Plan;  

 

17.2 Selection of Individual Consultants 

 
(1) Individual consultants are employed on assignments for which: 

(a) teams of personnel are not required; 
(b) no additional outside home office professional support is required; and 
(c) the experience and qualifications of the individual are the paramount requirement when 

coordination, administration, or collective responsibility may become difficult because of 
the number of individuals, it would advisable to employ a firm. 

 



 

158 
 

(2) Individual consultants are selected on the basis of their qualifications for the assignment. 
Advertisement is not required and consultants do not need to submit proposals (see 
Annex B).  

(3) When Open Competitive Selection of Individual Consultants is used REoIs shall include complete 

TOR. Individual Consultants are selected from those that expressed interest in response to a REoI.  
(4)  
 
(5) Individual Consultants shall be selected through comparison of qualifications of at least 

three candidates among those who have expressed interest in the assignment or have 
been approached directly by the Procuring Entity (see Annex F for Evaluation). 

 
(6) Individuals considered for comparison on qualifications shall meet the minimum relevant 

qualifications and those selected to be employed by the Procuring Entity  shall be the best 
qualified and shall be fully capable of carrying out the assignment.  

 
(7) Capability is judged on the basis of academic background, experience, and, appropriate, 

knowledge of the local conditions, such as local language, culture, administrative system, 
and government organization. 

 
(8) When the Procuring Entity has knowledge of experienced and qualified individuals and their 

availability, instead of issuing a REoI, it may invite those individual Consultants that it deems 

qualified to provide the required Consulting Services. The complete TOR shall be sent with the 

invitation. Individual Consultants shall be selected from those that expressed interest in response to 

the invitation  

 
 

(9) Individual consultants may be selected on a sole-source basis with due justification in 
exceptional cases such as: 

(a) Tasks that are a continuation of previous work that the consultant has carried out and for 
which the consultants were selected competitively; 

(b) Assignments with total expected duration of less than six months; 
(c) Emergency situations resulting from natural disasters; and 
(d) When the individual is the only consultant qualified for the assignment. 
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Table 7 Thresholds in USD for Consultants’ Selection Methods and Prior review by the Funding 
Partners  

Expenditure 

Category: 

Consulting 

Services  

 

Contract Value 

Threshold 

(US$) 

Selection 

Method 

Contracts Subject to 

Donor’s Prior Review   

 

 

 

Firms 

 

 

 

 

 

 

 

 

 

 

 

 

No threshold 

 

 

 

 

 

 

 

<=USD 

200,000  

 

 

 

<= 

US$100,000  

 

 

 

No threshold 

 

QCBS/QBS 

 

 

 

 

 

 

 

CQS 

 

 

 

 

 

 

LCS 

 

 

 

 

 

SSS 

 

All contracts for each of these 2 methods > 2$ 

million  

 

 

 

 

 

None  

 

 

 

 

 

 

None  

 

 

 

 

 

All contracts > $2 million 

 

Individuals 

 

No threshold 

 

 

 

No threshold 

 

IC 

 

 

 

SSS 

All contracts 

above US$400k 

 

All contracts above $400k 

 
 

Note: to determine the applicability limits of the threshold table for contracts in EURO, MDLF will 
convert the initial estimated cost in the Procurement Plan to US$ calculated at the date of the 
advertisement based on the exchange rate published by the Palestinian Monetary Authority. 
The PP will be reviewed and the procurement method and/or prior/post review requirement will 
be modified if necessary  
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Table 8 Consultants selection methods and their applicability limits 

 
* Should be advertised internationally, in UNDB and DG market and the World Bank external 
website 

Note: to determine the applicability limits of the threshold table for contracts in EURO, MDLF will 
convert the initial estimated cost in the Procurement Plan to US$ calculated at the date of the 
advertisement based on the exchange rate published by the Palestinian Monetary Authority. 
The PP will be reviewed and the procurement method and/or prior/post review requirement will 
be modified if necessary  

  

C
o

n
s

u
lt

a
n

c
y
 S

e
rv

ic
e
 

Contract Limits no threshold <=US$100,000  <=USD 200,000  
Over $USD 
200,000 * 

Selection method 

Single Source 
Selection 
(SSS), 
Individual 
consultants 

Quality &Cost Based 
Selection(QCBS), 
Selection Based on 
Consultants’ 
Qualifications (CQS) 
OR  Least-Cost 
Selection (LCS) or SSS  

QCBS, QBS or  
Selection Based on 
Consultants’ 
Qualifications 
(CQS) or SSS 

Quality &Cost 
Based 
Selection(QCBS)  
or QBS or SSS 

# of proposals or 
Participant bidders 

Single source/ 3  
CVs 

Short list not fewer than 
5 and not more than 8 

Short list  not fewer 
than 5 and not 
more than 8 

Short list  not fewer 
than 5 and not 
more than 8 

Solicitation Period not specified 15 days – 30 days 15 days – 30 days 30 days – 45 days 

Request for Proposal 
documents to be 
used 

None 
For LCS: World Bank 

SRFP 
For CQS: Annex H 

For QCBS, QBS : 
World Bank SRFP 
For CQS: Annex H 

World Bank  SRFP 



 

161 
 

18 CONTRACTS TYPES 

 

(1) The types of contracts are indicated in Table  9. Lump sum contracts: Lump sum 
contracts are used mainly for assignments in which the content and the duration of the 
services a required output of the consultants are clearly defined. They are widely used for 
simple planning and feasibility studies, environmental studies, detailed design of standard 
or common structures, preparation of data processing systems, and so forth. Payments 
are linked to outputs (deliverables), such as reports, drawings, preparation of bills of 
quantities and bidding documents and software programs. Lump sum contracts are easy 
to administer because payments are due on clearly specified outputs. 

 
(a) Time based contract: This type of contract is appropriate when it is difficult to define 

the scope and the length of services, either because the services are related to 
activities by others for which the completion period may vary, or because the input of 
the consultants required attaining the objectives of the assignment is difficult to 
assess. This type of contract is widely used for complex studies, supervision of 
construction, advisory services, and most training assignments. Payments are based 
on agreed hourly, daily, weekly, or monthly rates for staff (who are normally named in 
the contract) and on reimbursable items using actual expenses and/or agreed unit 
prices. The rates for staff include salary, social costs, overhead, fee (or profit), and, 
where appropriate, special allowances. This type of contract shall include a maximum 
amount of total payments to be made to the consultants. This ceiling amount should 
include a contingency allowance for unforeseen work. And duration and provision for 
price adjustments, where appropriate. 

 
Indefinite delivery contracts (price agreement): These contracts are used when LGUs or MDLF 
need to have “on call” specialized services to provide advice on a particular activity, the extent 
and timing of which cannot be defined in advance. These are commonly used to retain “advisers” 
for implementation of complex projects (for example, dam panel),expert adjudicators for dispute 
resolution panels, institutional reforms, procurement advice, technical troubleshooting, and so 
forth, normally for a period of a year or more. The Procuring Entity and the firm agree on the unit 
rates to be paid for the experts, and payments are made on the basis of the time actually used. 
 
Table 9 Correlation between Type of Assignment, Selection Method, and Type of Contract 

Type of assignment/scope of work Selection method Type of contract 

Critical studies in the field of policy, strategy, and management of 
Borrower’s institutions  
Country economic, sector, or investment studies 
Masterplans 

  

Prefeasibility studies 
Complex feasibility studies 
Studies or design of complex projects 
Studies in new technology or human and social sciences 

QBS Time-based 

Simple planning studies 
Simple feasibility studies 
Environmental studies 
Contract and detailed design of infrastructures 
Preparation of bidding documents 
Data processing 
Clearly defined strategy and management studies 

 
 
 

QCBS 

 
 
 

Lump sum 

Technical assistance for institutional development 
Technical assistance for privatization programs 

QBS or QCBS Time-based or indefinite 
delivery 

Technical assistance in investment projects QCBS Time-Based 



 

162 
 

Construction supervision 
Privatization operations 
Financial sector reforms 
Procurement/inspection 
 
 
Simple, precisely defined assignment with fixed budget 
Standard or routine assignments costing less than US$200,000 

QCBS 
QCBS 
QBS 

QCBS 
 
 

SFB 
LCS 

Time-Based 
Retainer and/or success fee27 
Retainer and/or success fee 

Percentage 
Lump sum 
Lump sum 

 

  

                                                
27

 The proportion of retainer and success fees is often fixed in advance and is not subject to negotiation 
with the winning consultants. 
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19 THE SELECTION PROCESS 

The typical selection process for consultants includes the following steps:  
 

19.1 PREPARATION OF THE TERMS OF REFERENCE (TOR) ................................................................. 163 
19.2 PREPARATION OF COST ESTIMATE AND THE BUDGET .................................................................. 164 
19.3 OBTAINING NOOBJECTION ON THE TOR FROM THE FP .............................................................. 164 
19.4 ADVERTISING AND SUBMISSION OF EXPRESSIONS OF INTEREST (EOI) ...................................... 165 
19.5 OPENING OF EXPRESSIONS OF INTEREST .................................................................................... 165 
19.6 EVALUATION OF EXPRESSIONS OF INTEREST AND APPROVAL OF SHORT-LIST ........................... 166 
19.7 PREPARATION OF THE SHORT LIST OF CONSULTANTS ................................................................. 166 
19.8 PREPARATION AND ISSUANCE OF THE REQUEST FOR PROPOSAL (FOR QCBS, LCS AND QBS) .. 168 
19.9 SUBMISSION AND RECEIPT OF PROPOSALS ................................................................................. 171 
19.10 EVALUATION OF TECHNICAL PROPOSALS .................................................................................. 172 
19.11 EVALUATION OF FINANCIAL PROPOSALS .................................................................................... 174 
19.12 COMBINED EVALUATION OF TECHNICAL PROPOSAL AND FINANCIAL PROPOSALS - QCBS ....... 176 
19.13 NEGOTIATIONS AND AWARD OF CONTRACT .............................................................................. 178 
19.14 FAILURE OF NEGOTIATIONS AND REJECTION OF ALL PROPOSALS ............................................. 180 
 

 

19.1 Preparation of the Terms of Reference (TOR) 

 
Terms of Reference shall be prepared for all consulting assignments.  
 

1) The PE shall be responsible for preparing the TOR for the assignment. TOR shall be 
prepared by a person(s) or a firm specialized in the area of the assignment. The scope of 
the services described in the TOR shall be compatible with the available budget.   

 
2)  In preparing the TOR, the Procuring Entity shall generally provide the following 

information in order to assist Applicants in the preparation of their Proposals - 

 (a) background information on the Procuring Entity and about the broader project 
environment within which the assignment will take place; 

(b) objectives and scope of the assignment; 

(c)  the duration of the assignment; 

(d) Services and surveys necessary to carry out the assignment and the expected 
outputs (for example, reports, data, maps, surveys); 
 

(e) Details of the number of staff to be trained, the training timetable and the topics, if 
already known, shall be specifically outlined where transfer of knowledge,  or 
training is an objective to enable Applicants  to estimate the required level of 
resources;  

 
(f) the facilities and support to be provided to the Consultant by the Procuring Entity or 

user or beneficiary entity during the assignment; and 
(g) Institutional arrangements; 
 
(h) details of existing relevant studies and basic data and their availability and location 

of the data; 
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(i) possibility of and conditions for the exemption of consultancy services from customs and 
excise duties, taxes and levies in the project-executing agency’s country; 

(j) local specifics and binding regulations relating to the conclusion of consultancy 
contracts, if any. 

 

3) The PE and the consultants’ respective responsibilities should be clearly defined in the 
TOR. 

 
4) TOR should not be too detailed and inflexible, so that competing consultants may 

propose their own methodology and staffing. 
 

5) The scope of the Services described in the TOR shall be consistent with the available 
budget; and 

 
6) Consultants shall be encouraged to comment on the TOR in their proposals. 

 

19.2 Preparation of cost estimate and the budget 

 
1) The cost estimate shall be based on the PE assessment of the resources needed to carry 

out the assignment: staff time, logistical support, and physical inputs (for example, 
vehicles, laboratory equipment).  

2) Costs shall be divided into two broad categories: 

(a) Fee or remuneration (according to the type of contract used); and 
(b) Reimbursable, and further divided into foreign and local costs.  

3) The cost of staff time shall be estimated on a realistic basis for foreign and national 
personnel. 

19.3 Obtaining No objection on the TOR from the FP 

 

(1) The MDLF will present the following documents to the FP for approval in due time before 
advertising the Request for Expressions of Interest (REOI): 

(a) terms of reference; 

(b) a reference to the timetable for the assignment and estimated timetable for the 
performance of consultancy services as indicated in the Procurement Plan; 

(c) cost estimate for the consultancy services; 

(d) type of contract (lump sum or time- based remuneration). 

 

(2) The MDLF will inform the FP at all times and promptly of any delay and other changes in 
the course of the tender procedure that could jeopardize the successful completion of the 
project in accordance with the timetable, and will agree steps to remedy this situation with 
FP. 
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19.4 Advertising and Submission of Expressions of Interest (EOI) 

 
(1)  A Request for Expressions of Interest (REOI) will be issued in order to receive the 

background information about interested Applicants necessary to prepare a short-list of 
Applicants to which, at a later date, the RFP will be issued.  

 
(2) The Request for EOI shall be advertised in at least one national newspaper for two days 

and shall allow potential Applicants reasonable time (no less than fourteen (14) days) to 
present their Expressions of Interest. 

 
(3) Contracts expected to cost more than US$ 300,000(contracts cost over the threshold as 

identified in Table 7) shall be advertised in UNDB online and the World Bank external 
Website, GTAI (kfw-tender@gtai.de), in dgMarket, and AFD external website as required 
by the World Bank,  KfW, and AFD procedures and in dgMarket as required by the 
World Bank and KfW procedures. 

(4) The EOI Request shall contain at least the following information - 

(a) the name and address of the Procuring Entity; 

(b) a brief description of the assignment, detailing the scope of the intellectual and 
professional Services required; 

(c) the requirement to provide information about experience, resources, professional 
staff, and delivery capacity indicating  their qualification for the assignment; 

(d) the place and deadline for submission of their written EOI; and  

(e) any other details which the Procuring Entity considers to be of assistance to 
potential Applicants. 

 
(5) All EOI Requests shall state only one (1) place to which the EOI shall be submitted by a 

prospective Applicant, following the advertisement of a Request for EOI. 
 

(6) Requests for Expressions of Interest shall specify if the Expression of Interest  may be 
submitted by other means than courier and mail, such as fax or e-mail. 

 
(7) Whenever a Joint Venture (JV) arrangement between national and foreign firms would be 

thought to facilitate performance of high quality Services, the Request for Expressions of 
Interest should mention that such JV would be welcomed or encouraged by the Procuring 
Entity, provided that, a Procuring Entity cannot make formation of such a JV a mandatory 
requirement in the RFP. 

 

19.5 Opening of Expressions of Interest 

 
 

(1) Expressions of Interest shall be submitted by the due date and time and to the place 
specified in the advertisement. 

 
(2) There shall be no public opening for the Expressions of Interest.  
 



 

166 
 

(3) A Procuring Entity shall, immediately after the deadline specified in the advertisement for 
Expressions of Interest, convene a meeting of the Proposal Opening Committee (POC), 
for the purpose of opening the Expressions of Interest and recording the names of all 
Applicants and any other pertinent details thereof. 

 
(4) The POC, having completed the record of opening, shall send the Expressions of 

Interest received and the opening record to the Proposal Evaluation Committee.  
 

19.6 Evaluation of Expressions of Interest and Approval of Short-List 

 
 (1)  A Proposal Evaluation Committee (PEC) shall, on the basis of the information specified 

in the Request of Expressions of Interest, review and assess the Expressions of Interest 
received, in order to prepare a short-list composed of Applicants who are considered to 
be best qualified to undertake the assignment. 

 
(2) The assessment of an Applicant’s qualifications shall review the following information 

requested in the Expressions of Interest to determine appropriateness for the 
assignment, using a qualification scale of Excellent, very Good, Good and poor or 
marking to determine the best combination of qualified Applicants as indicated in Annex 
A -; 

 

(a) brochures submitted by the Applicants summarizing their facilities and areas of 
expertise; 

(b) descriptions of similar assignments; 

(c) experience in similar operating environments and conditions; 

(d) client references;  

(e) availability of appropriate experience and professional qualifications among 
Applicant’s staff and adequate resources to carry out the assignment; and 

(f) managerial strength and financial capacity; 
(g) signed “Declaration of Undertaking” for projects financed by the KFW. 

 

19.7 Preparation of the short list of consultants 

 
(3) Following the assessment, the PEC shall prepare a short-list, it shall include not fewer 

than five (5) and not more than eight (8)   Applicants which have met the requirements of 
the EOI and who in the opinion of the PEC indicate sufficient and adequate capacity to 
perform the assignment under consideration, and submit its report with recommendations 
to the Head of the Procuring Entity for approval. 

 
(5) If after assessment the number of short-listed Applicants is less than five (5), the PEC 

shall review the assignment to verify that -   

(a) the format of the Request for Expressions of Interest  was correct;  

(b) it met the requirements of the Procuring Entity; and  

(c) it was properly advertised.  
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(6) If the process under Sub-Clause (5) was found to be in compliance with these Clauses, 

then a short-list with less than five (5) Applicants can be recommended by the PEC for 
the approval of the Head of the Procuring Entity. 

 
(7) The Procuring Entity may agree to Shortlists comprising a smaller number of firms when not 

enough qualified firms have expressed interest in the assignment, not enough qualified 
firms could be identified, or the size of the contract or the nature of the assignment does 
not justify wider competition.  

 

 
(8)  If greater competition is sought, the Head of the Procuring Entity may give direction to 

make appropriate amendments to the assignment to make it more attractive to the 
consulting industry and then re-advertise the Request, but ensuring a wider publicity, 

provided that Procuring Entities shall not resort to the practice of re-advertisement as a 
routine matter, but instead should always make efforts to invite Expressions of Interest 
that will enable them to finalize adequate short-lists in the first round of advertisement.  

 
(9) Following the approval of the EOI Assessment Report by the Head of the Procuring Entity or 

an officer authorized by him or her or an Approving Authority, all Applicants participating in 
the EOI shall be informed whether or not they have been short-listed by the Procuring Entity. 

 

(10) Once the PE has received a “no objection” to a short list, the PE shall not add or delete 
names without the Donor's approval.  

 

(11) The following shall be observed during the preparation of the short list: 

a. The nationality of a firm is that of the country in which it is registered or incorporated 
and in the case of Joint Venture, the nationality of the firm appointed to represent the 
Joint Venture; 

b. The short list should preferably comprise consultants of the same category, similar 
capacity, and business objectives. Consequently, the short list should normally be 
composed of firms of similar experience or of not-for-profit organizations;  

c. The short list may comprise entirely national consultants (firms registered or 
incorporated in Palestine);and 

d. If foreign firms express interest, they shall be considered. 
 

 
(12) The following is not normally be included in the same Shortlist with private sector firms:  

 

a. UN Agencies; or  
b. SOEs or institutions and not-for-profit organizations (such as NGOs, and 

universities), unless they operate as commercial entities  
 

(13) If such entities are included in the list, the selection should normally be made using QBS 
or CQS. The Shortlist shall not include individual Consultants.  
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19.8 Preparation and issuance of the Request for Proposal (for QCBS, LCS 
and QBS) 

 
1) A Procuring Entity shall prepare a Request for Proposal (RFP) Document using the World 

Bank  standard RFP28 and distribute such Documents to the short-listed Applicants. 
 
2)  The RFP shall have, as a minimum the following information - 

(a) the name and address of the Procuring Entity; 

(b) a description of the assignment required, normally by means of a “Terms of 
Reference” (TOR); 

(c) a requirement in respect of QCBS and LCS Methods that Proposals be submitted in 
two (2) sealed inner envelopes, each appropriately marked and placed together into 
one (1) single outer envelope that is sealed and marked as described in the RFP; 
and that one (1) inner envelope shall contain the Applicant’s Technical Proposal 
without any reference to price and the second inner envelope shall contain the 
Applicant’s Financial Proposal;   

(d) a clear indication in the text of the RFP that failure to follow the instructions on 
sealing and marking of the envelope may result in pre-disclosure of price for which 
the Applicant shall be solely and entirely liable and may also constitute grounds for 
declaring the Proposal non-responsive; 

(e) a reminder that Consultants for current consultancy assignments, which may involve 
potential future conflicts of interest, shall exclude themselves from participating in 
the Procurement of Goods and related Services and Works and physical Services 
which may follow as a result of or in connection with the consultancy assignment; 

(f) a reminder that an Applicant who has carried out an earlier related assignment, 
whereby a potential conflict of interest may reasonably be considered to exist, then 
the Applicant shall also exclude itself from participation in the subsequent 
assignments;  

(h)     the Evaluation Criteria; and 

(i) the type of Contract (lump sum, time-based etc..) and the Contract format to be 
used in which the respective obligations of both the Consultant and the Procuring 
Entity shall be stated. 

 
3) The Procuring Entity shall list in the LOI all the Documents to be included in the RFP.

 The RFP shall consist of -  

(i) Letter of Invitation (LOI) including the short-list; 

(ii) Instructions to Consultants (ITC);  

(iii) Proposal Data Sheet (PDS); 

(iv) General Conditions of Contract (GCC); 

(v) Special  Conditions of Contract (SCC); 

(vi) Standard Contract Form;  

                                                
28
http://web.worldbank.org/WBSITE/EXTERNAL/PROJECTS/PROCUREMENT/0,,contentMDK:20062543~menuPK:8428

4~pagePK:84269~piPK:60001558~theSitePK:84266~isCURL:Y,00.html 
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(vii) Terms of Reference (TOR); and 

(viii) Appendices. 
 

4) The Procuring Entity shall normally not change the standard RFP Document and any 
specific issues shall be addressed in the Proposal Data Sheet and in the Special 
Conditions of Contract. 

 
5) The LOI shall state the intention of the Procuring Entity to enter into a Contract for the 

provision of consulting Services, the source of funds, the details of the beneficiary entity, 
the list of short-listed Consultants and the date, time and address for submission of 
Proposals.  

 
6) The ITC shall contain all necessary information to help Applicants prepare responsive 

Proposals and to make the selection procedure as fair and as transparent as possible by 
providing information on the Proposal submission process and the evaluation criteria.  

 
7) If a short-listed Consultant could derive a competitive advantage from having provided 

consulting Services related to the assignment in question, the Procuring Entity shall make 
available to all short-listed Consultants together with the RFP all information that would in 
that respect give such Consultant any competitive advantage over competing Consultants 
such as designs, study reports, strategy papers. 

 
8) The ITC shall specify the Proposal validity (normally about 3 months) depending on the 

complexity of the assignment, provided that to suit the requirements of a particular 
Procurement transaction shorter or longer periods may be authorized by the Head of a 
Procuring Entity or an officer authorized by him or her. 

9) The Procuring Entity may break down the assignment into its composite tasks (activities), 
if applicable, with each task showing the professional fees required and corresponding 
Reimbursables and a contingency, if desired, to provide for both physical and financial 
contingencies.  

 
10) Costs shall be generally divided into two (2) broad categories - 

a) fees or remuneration according to the type of Contract used; and  

b) Reimbursable, in the case of time-based contracts, which are amounts payable 
against Documentary evidence for expenses such as air tickets, per diems, visa 
costs, medical expenses, transportation costs, office rental costs, purchase of 
vehicles, office equipment, office furniture, etc.  

 
11) The items listed in Sub-Clause (10)(b) as reimbursable expenditures are examples only 

and shall vary according to the TOR and, in particular, the facilities to be provided to the 
Consultant by a Procuring Entity or user or beneficiary entity; 

 
 
 
 
 

 
12)     The only actual fixed cost quoted by an Applicant in its Proposal is the fee rate or 

Example 

If a Procuring Entity or user or beneficiary entity can provide office equipment, vehicles or both 
then there shall be no need for an Applicant to include those items in its estimate of costs. 
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remuneration to be charged for its personnel to undertake the assignment. 
 
13) Applicants shall be given at least the minimum time for preparation of Proposals specified 

in Table 8.  
 

14) The RFP shall indicate the time periods whereby the Procuring Entity can entertain any 
request by an Applicant for clarification as well as the timing of the issue of the 
corresponding response. 

 
15) The Request for Proposal may be sent to the short-listed Applicants by e-mail or by 

courier. 
 

16) Considering the nature of a clarification requested it may become necessary to extend the 
deadline for submission of Proposals and such clarification shall also be issued to all 
short-listed Applicants. 

 
17) If a pre-Proposal meeting is intended to clarify any issues, the time and date of the pre-

Proposal meeting shall be specified in the PDS. 
 

18) The RFP for QCBS shall consider the following  when defining the evaluation criteria - 

(a) Cost, as a criterion of selection, shall be considered judiciously and shall be of 
lesser importance in the evaluation of Proposals than the quality of the Proposals 
and the qualifications of the Applicant; 

(b) the relative weight to be given to quality and cost shall be determined on a case-by-
case basis depending upon the nature of the assignment and could be divided 
between quality and price as high as eighty percent and twenty percent (80% and 
20%) respectively where, in cases like multidisciplinary, feasibility and management 
studies, the intellectual and professional quality of the Consultant is overriding; 

(c) the minimum score to be achieved in the Technical Proposal evaluation shall be 
seventy five percent (75%); 

(d) for standard types of Services such as pre-shipment and other inspection Services, 
Procurement Services, training of students in universities, and the like, where 
adequate quality is normally guaranteed by business or regulatory standards, the 
weighting between quality and price could be sixty-five percent and thirty-five 
percent (65% and 35%,) sixty percent and forty percent (60% and 40%,) fifty-five 
percent and forty-five percent (55% and 45%) or even as low as fifty percent and 
fifty percent (50% and 50%), whereby the LCS Method can also be relevant; and 

(e) since cost is a criterion in the evaluation of Proposals, the RFP shall not state the 
budget or official estimate for the assignment that has been allocated by either the 
Procuring Entity or user or beneficiary entity, but it shall indicate the estimated or 
expected level of inputs of key professional staff, staff time being expressed in 
person-months or weeks or days, that is considered necessary to undertake the 
assignment in order to enable the Applicant to prepare its own cost estimate to carry 
out the assignment. 

 
19)  The following five (5) general criteria may be used to evaluate Technical Proposals - 

(a)  Specific experience of the Applicants; 
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(b) Adequacy of the proposed methodology and work plan in response to the TOR; 

(c) Key staff’s qualifications and competence for the assignment; 

(d) Suitability of the transfer of knowledge program, i.e. training, where there is, such 
a program; and 

(e) National participation, i.e. the extent to which nationals have been included 
among key staff; where applicable. 

 
20) When determining the points to each criterion under Sub-Clause (19), the Procuring Entity 

shall consider - 

(a) the points given to experience can be relatively low, since this factor has already 
been taken into account when short-listing the Applicant; 

(b) in the case of complex assignments, such as multidisciplinary, feasibility or 
management studies, more points should be given to the methodology and work 
plan and similarly higher points may be preferable for key staff in assignments 
where personnel input is of paramount importance;  

(c) transfer of knowledge may be more important in some assignments and in such 
cases, it should be given higher points to reflect its importance; and  

when RFPs are issued on an international basis, points can be awarded for the 
use of national Consultants as key staff and generally the maximum number of 
points available shall be ten (10). 

21) If prior review is required, the MDLF shall send the RFP including the shortlist of 
consultants to the Funding Partner requesting its No-objection. 
 

 
Table 10 Allocation of Points to Main Criteria for different types of assignments 

 SPECIFIC 

EXPERIENCE 

ADEQUACY OF 

METHODOLOGY AND 

WORK PLAN 

KEY STAFF 

QUALIFICATION

S 

TRANSFER OF 

KNOWLEDGE 

(WHERE 

APPLICABLE) 

NATIONAL 

PARTICIPATION 

(WHERE 

APPLICABLE) 

TOTAL POINTS 

Guidance 5–10 20–50 40–60 0–20 0–10 100 

Type of assignment       

 

1 

Technical assistance/ 

training 

5–10 20–35 50–60 0–20 0–10 100_ 

2 Preinvestment studies 5–10 35–50 40–50 0–10 0–10 100 

3 Design 5–10 30–45 40–50 0–10 0–10 100 

4 Implementation/ 

supervision 

5–10 20–35 50–60 0–10 0–10 100 

 

19.9 Submission and Receipt of proposals 

 
(1) The Applicants shall consider the following when submitting their Proposals - 
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(a) A short-listed firm is not allowed to form a joint venture with a firm that has not 
been short-listed without the approval of the  Procuring Entity; 

(b) A short-listed Applicant shall not  participate in more than one Proposal; 

(c) It is desirable that the majority of the proposed key professional staff are permanent 
employees of the firm or have an extended and stable working relationship with it; 

(d) The curricula vitae shall be signed by the individual Consultants and dated; 

(e) It is essential to ensure accuracy in the curricula vitae and commitment of key staff 
submitted with the proposals; 

(f) A key professional shall not be proposed by more than one Firm, except for a 
nominated sub-consultant; and 

(g)  Non-compliance with these important requirements will result in rejection of the 
proposal.   

 
(2) The Applicants may request clarifications about the information provided in the RFP. The 

PE shall provide these clarifications in writing and copy them to all firms on the short list 
(who intend to submit proposals).  

(3) If necessary, the Procuring Entity may extend the deadline for submission of proposals.  

(4) The technical and financial proposals shall be submitted at the same time. No 
amendments to the technical or financial proposal shall be accepted after the deadline. 
To safeguard the integrity of the process, the technical and financial proposals shall be 
submitted in separate sealed envelopes29.  

(5) Technical envelopes shall be opened by the POC immediately after the closing time for 
submission of proposals.  

(6) The financial proposals shall remain sealed and shall be deposited in a well closed safe 
place until they are opened publicly. 

(7) Minutes of the technical proposal opening event are kept, including lists of the firms that 
presented proposals and of the documents that were submitted. The POC should record 
the date and time each technical proposal was received and the date on which they 
were made available to the evaluation committee. 

(8) The Technical proposals are handed over to the evaluation committee for evaluation.  

19.10 Evaluation of Technical Proposals 

 
(1) The PE shall appoint the Evaluation Committee of technical experts to evaluate the 

proposals specifying the chairmanship. The Committee is usually consisting of three to 
five qualified members, depending on the size and complexity of the assignment.  After 
the Evaluation Committee has been appointed, its members should familiarize themselves 
with the RFP, in particular, the TOR, the evaluation criteria and sub criteria specified in the 

                                                
29

 Unless the selection method is CQS, then a combined technical-financial proposal should be 
submitted.  
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data sheet, and the selection procedures to ensure a fair and objective evaluation of 
proposals. 

(2) If Proposals are received or invited from Applicants with whom member(s) of the PEC 
have business or other close links, such member(s) shall be replaced, in order to avoid 
conflicts of interest.  
 

(3) The Evaluation Committee should meet shortly before the deadline for submission of the 
proposals (before opening the Technical Proposal to avoid bias by the knowledge of the 
contents of the proposal) to confirm that there is a common understanding of the 
evaluation method, the evaluation criteria and sub-criteria, and joint definition of the rating 
system, including the definition of the grades. 

(4) The PEC shall use the standard evaluation report in Annex G in the evaluation.  

(5) Under QCBS (Quality and Cost Based Selection), LCS (Least Cost Selection), the First 
Stage of the evaluation shall involve only an examination and evaluation of the Technical 
Proposals and such evaluation shall be carried out by the PEC as specified in the RFP.   

 
(6) The PEC members themselves shall evaluate each Proposal on the basis of its 

responsiveness to the TOR, and a Proposal shall be considered unsuitable or non-
responsive and it shall be rejected if it does not respond to important aspects of the TOR 
(no important omissions or deviations from the stated objectives, or other key 
requirements of the RFP), or if it fails to achieve the minimum technical score specified 
in the RFP.  
   

(7) Each member of the PEC shall evaluate separately each Proposal, and then the score for 
each Proposal will be calculated as the average of the scores given by all members of 
the PEC for the respective Proposal. 

 
(8) The Evaluation Committee evaluates each technical proposal taking into account the 

criteria stipulated in the RFP, which shall be marked on a scale of 1-100 and the marks 
shall be weighted to become scores as stated in the RFP. The criteria should be divided 
into sub-criteria.  

 
(9) Once technical proposals are received and opened, consultants shall not be required nor 

permitted to change the substance of the Proposal, the key staff, and so forth.  
 
(10) In the event that only one (1) Proposal achieves the minimum technical score , then with 

the approval of the Head of the Procuring Entity, or an officer authorized by him or her or 
an Approving Authority (if the Approving Authority is below the level of the Head of the 
Procuring Entity),  the Financial Proposal will be opened and examined.  

 
(11) A Procuring Entity shall forward a single Proposal to the PEC  for evaluation if only one 

(1) is submitted on the due date and time, provided that all short-listed Applicants have 
been requested to submit Proposals allowing the time specified in the RFP. 

 
(12) In the case of major differences in the scores assigned by an individual evaluator, the 

Chairperson shall look into the differences and ask the concerned individual evaluator to 
explain and justify his scores provided that, 
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(a) if his justification has no convincing grounds, his evaluation shall be discarded; 

(b) if his justification has convincing grounds and the evaluator turns out to be the 
only one mastering the subject, a new PEC shall be assembled in which the 
individual evaluator will be a member.  

 
(13) A Proposal Evaluation Report shall be prepared clearly indicating the technical score 

attributed to each Proposal, in order to identify Applicants who have achieved the 
required minimum technical score and who shall be considered in the combined 
technical and financial evaluation.  

(14) The evaluation and contract award shall be executed before the expiry of the proposal 
validity period.  

(15) Technical Proposals not achieving the minimum technical points required shall be 
considered not suitable and their Financial Proposals shall be returned unopened to the 
Applicant. 

(16)  Evaluators of technical proposals shall not have access to the financial proposals until 
the technical evaluation is concluded and scores for each proposal is given based on 
criteria that have been selected and listed in the RFP.  

(17) The PE shall prepare a technical evaluation report of the “quality” of the proposals and, in 
the case of contracts subject to prior review, submit it to the MDLF (and/or the donor when 
applicable) for its review and “no objection”. The report shall substantiate the results of the 
evaluation and describe the relative strength and weaknesses of the proposals. All 
records relating to the evaluation, such as individual mark sheet, shall be retained until 
completion of the project and its audit. 

(18) For contracts below the threshold, the PE will notify the MDLF (and /or the donor when 
applicable) of the results of the technical evaluation prior to opening the financial 
proposals. 

(19) If Prior review is required, the MDLF shall send the evaluation report to the Funding 
Partner requesting opening the financial Proposals. 

 

19.11 Evaluation of financial proposals 

 

(1) After receiving the MDLF no-objection to the technical evaluation report, the PE notifies 
consultants whose proposals did not meet the minimum technical qualifying mark 
specified in the RFP, or were found to be none responsive, indicating that the consultant’s 
financial proposals will be returned unopened at the end of the selection process.  
 

(2) The PE simultaneously notifies consultants whose technical proposals were above the 
minimum technical qualifying mark, and informs them of the date and time set for opening 
the financial envelops. The opening date should be around two weeks, for the 
international bids and one week for national bids, after the notification date, to allow 
enough time for consultants to make arrangements to attend opening.  
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(3) If the consultants were initially requested to submit financial proposals under QBS, the PE 
notifies the consultant with the highest ranked technical proposal and indicates the date 
and time set for negotiating the financial proposal and the contract. If technical proposals 
have been received, the Procuring Entity will request the highest ranked consultant to 
submit a financial proposal. One or two weeks is considered sufficient time in which to 
receive this financial proposal. 

 
(4) The evaluation committee should first review the financial proposals for arithmetical errors 

and consistency between the financial and technical proposals. Arithmetical errors should 
be corrected, omitted items evaluated, and the corresponding adjustments made to the 
offered prices to obtain the final evaluated prices. 

 
(5) If pricing of activities was required, activities and items described in the Technical 

Proposal but not priced shall be assumed to be included in the prices of other activities or 
items. 

 
(6) Where an activity or line item is quantified in the Financial Proposal differently from the 

Technical Proposal, the Evaluation Committee shall correct the quantification indicated in 
the Financial Proposal so as to make it consistent with that indicated in the Technical 
Proposal. 

 
 
 

 
 
 

(7) Reimbursable items priced by the Applicants shall be reviewed both for arithmetical errors 
and content and if it is determined that an item has been included that is not required by 
the Consultant, it shall be omitted from the Proposal and not considered in the financial 
evaluation.  

 
 
 
 
 
 
(8) In the case of Lump-Sum Form of Contract, no corrections shall be applied to the 

Financial Proposal. 
 

 
 
 
 
 
 
 
 
 

Example 

If a Technical Proposal indicates the presence of the team leader at the assignment site for twelve 
(12) months and the Financial Proposal indicates only eight (8) months,, an adjustment should be 
calculated by adding the corresponding amount of staff remuneration to the proposed amount. 

Example 

The Consultant has priced office rent while the RFP indicates that the Procuring Entity or the 
beneficiary entity will provide it. 
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19.12 Combined Evaluation of Technical Proposal and Financial Proposals 
- QCBS 

 
(1) The evaluation committee verifies that the financial proposals have remained sealed and 

then opens them publicly in the presence of representatives of the consultants who 
choose to attend. 

 
(2)  The name of the consultant, the technical points, and the proposed prices shall be read 

aloud and recorded when the financial proposals are opened; No modification to the 
financial proposals is permitted. 

 
(3)  For the purpose of comparing proposals, the evaluated prices should be converted to a 

single currency using the exchange rate, date, and source indicated by the PE in the RFP. 
The scores of the evaluated prices should then be calculated according to the formula 
provided in the RFP. 

 
(4) The evaluation committee weighs and combines the scores of the technical and financial 

proposals to obtain a final ranking of the proposals and recommendation for award.  
 

Table 11Combined Technical and Financial Evaluation 
 

Technical 
Evaluation       

Financial 
evaluation       combined 

Tech. 
Proposals 

Tech. 
Points 

Weight Score 
Financial 
offer 
(Million) 

Points Weight Score Total score 

A 86 80% 68.8 $1.50  100 20% 13.3 82.1 

B 83 80% 66.4 $1.20  83.3 20% 16.66 83.06 

C 75 80% 60 $1.00  66.6 20% 20 80 

D 69     

  
 

    

 Did not pass the 
minimum 75 
points threshold 

 
 
(5) The financial score of each Proposal shall be determined in a manner so as to ensure that 

the Financial Proposal with the lowest evaluated cost is given one hundred (100) points 
and other Proposals pro-rata points, reduced by the same percentage that the cost of their 
Proposal is higher than that of the lowest cost Proposal. 
 

(6) The technical score plus the financial score gives the combined score and the Consultant 
with the highest combined score shall be invited for Contract negotiations (see Table 11). 

 
(7) If the project is subject to prior review, the MDLF shall send the combined evaluation 

report to the Funding Partner for its information Negotiations and Award of Contract 
 
(1) Upon completion of the Evaluation of the Proposals, a PEC shall - 

(a) in the case of Quality and Cost Based Selection (QCBS) Method, review the 
combined Technical and Financial Evaluation Report and invite the Consultant that 



 

177 
 

scored the highest number of points in the combined Technical and Financial 
Evaluations for negotiations; 

(b) in the case of the Least Cost Selection (LCS) Method, invite the Consultant that 
quoted the lowest price among those who passed the minimum technical score 
threshold for negotiations. 

 
(2) The Procuring Entity shall notify the successful Consultant that its Proposal has been 

accepted and shall set a date for the commencement of Contract negotiations so that 
the Contract can come into force before the prescribed Proposal validity date expires. 

 
(3) A Proposal Evaluation Committee shall, in order to conclude a Contract, negotiate with 

the successful Consultant only on the following components of its Proposal: 

a) Methodology; 

b) Amendments to the Terms of Reference; 

c) Work plan and activity schedule; 

d) Organization and staffing; 

e) Deliverables; 

f) Training inputs, if training is a major component;  

g) Client or Procuring Entity's inputs;  

h) Reimbursables, in the case of time-based Contracts; 

i) the level of customs and excise duties, taxes and levies in the project-executing 

agency’s country, and the contractual obligation to pay these;and 

j) Proposed Contract price. 

 
(4) Negotiations about the TOR but shall not significantly alter the original TOR so that the 

integrity of the negotiations and the content and findings of the technical Evaluation Report 
cannot be called into question. 

 
(5) Major reductions in work inputs should not be made solely to meet the budget.  

(6) After technical and financial negotiations are completed, the PE shall furnish to the MDLF, in 
sufficient time for its review, a copy of the initial negotiated contract.  

(7) Once the contract is awarded, firms may want to learn the reason why they were not 
selected. The Procuring Entity should provide reasonable, prompt, and satisfactory replies 
to all such requests. The Procuring Entity should not discuss the details of any other 
proposals. If the consultants are not satisfied with the Procuring Entity s explanation, they 
can request the MDLF to organize a debriefing meeting with the concerned MDLF staff. 

(8) A PEC shall neither seek nor permit changes in the rates quoted for staff remuneration 
proposed by an Applicant in selection methods where the Applicant’s price is used as a 
factor in the evaluation. 

(9) For QBS, CQS, and SSS, where the financial conditions of the proposal can be negotiated, 
the team should have independent information on rates and salaries of consultant staff in 
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their country. Both parties should appoint a chief negotiator and, if so required, the 
consultants’ representative should submit a power of attorney. 

 
(10) The PEC may require the consultant to substitute a key staff, if it was found during 

evaluation that he is not fit enough for the proposed assignment.  
 
(11) If an extension of validity of proposals was the reason that key staff were not available for 

a Firm, a change of key staff with equivalent or better qualification may be permitted. 
 
(12) During negotiations special attention shall be paid to defining clearly the inputs and 

facilities offered by the Procuring Entity.  
 

(13) The Procuring Entity shall use the standard contracts in Annex G. 
 

(14) The MDLF shall send the draft negotiated contract to the Funding Partner requesting its 
clearance. 
 

 
 
 

19.13 Negotiations and Award of Contract  

 
Figure 2 below illustrates the negotiation process. 
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18 - 12

NEGOTIATIONS

Figure 2

Negotiation and Award of Contract

(Both Technical and Financial Proposals Received)

Notification to the consultant ranked 
first in combined evaluation

Appointment of the
negotiating team

Negotiations on financial matters:

- Staff rates (only for QBS, SSS,
CQS)

- Reimbursable expenses
- Currencies of payment
- Payment conditions

Negotiations on technical matters:

- Technical approach

- Methodology
- Work plan
- Organization & staffing
- Counterpart personnel & 
facilities

- Training program (when it is a specific
component of the assignment)

Negotiations on contract conditions:

- Taxes

- Contract effectiveness
- Conflict of interest
- Liability
- Insurance
- Inspection & auditing
- Property of documents
- Client's obligations (other than technical)
- Settlement of disputes

Drafting of negotiated TOR
& negotiation report

Donor's no-objection
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19.14 Failure of Negotiations and Rejection of All Proposals 

 
(1) If the negotiations fail to result in an acceptable contract, the Procuring Entity shall 

terminate the negotiations and invite the next ranked firm for negotiations.  
 

(2) In case of contracts subject to prior review the MDLF shall consult with the Donor prior to 
taking this step. The consultant shall be informed of the reasons for termination of the 
negotiations.  

 
(3) Once negotiations are commenced with the next ranked firm, the PE shall not reopen the 

earlier negotiations.  
 

(4) After negotiations are successfully completed and the Donor has issued its no objection to 
the initialed negotiated contract, the Procuring Entity shall promptly notify other firms on 
the short list that they were unsuccessful. 
 

(5) If negotiations fail and all Proposals are found to be non-responsive and unsuitable, the 
Procuring Entity may, with the approval of the Head of the Procuring Entity, reject them 
under the following grounds - 

(a) The Proposals present major deficiencies in responding to the RFP. 

(b) The Cost Proposals are substantially higher than the estimated budget and could 
not be bridged during negotiations. 

 
(6) Before rejecting all Proposals, the Head of the Procuring Entity should investigate the 

feasibility of increasing the budget or scaling down the scope of Services to meet the 
original budget. 
 

(7)  Before all the proposals are rejected and new ones are invited, the PE shall notify the 
MDLF, indicating the reasons for rejecting all proposals, and shall obtain the MDLF no 
objection before proceeding with a new selection process.  

(8) The new process may include revisiting the RFP (including the shortlist) and the budget. 
These revisions shall be agreed upon with the MDLF and in case the contract is subject to 
prior review, the Funding Partner’s No-objection shall be obtained. 
 

(9) If the Head of the Procuring Entity  decides finally to reject all Proposals, the Procuring 
Entity shall reassess the proposed TOR and budget and undertake an  accurate review of 
the RFP (including the short-list)  to reduce the risks of non-responsive Proposals.  
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20 ADMINISTRATION OF CONSULTANCY SERVICES CONTRACTS 

 
(1) Contract administration and management shall include all administrative, financial, 

managerial and technical tasks to be performed by the PE from contract award until it is 
successfully concluded or terminated and payment is made and disputes or claims 
resolved. 

 
(2) The PE shall apply professional contract administration and management techniques to 

ascertain the proper implementation of the signed contracts in line with the agreed 
conditions covering delivery, payments, quality control, completion and other related 
issues. 

 
(3) The PE shall ensure that Services to be procured conform to the TOR. 

 
(4) The PE shall hand over the contract management to a capable Manager to supervise 

the implementation. 
 

(5) The PE shall make available the logistic support and staffing (client's Input) defined in 
the Terms of Reference.  

(6) An increase in the scope of work exceeding the permissible percentage of the initial 
contract price shall require either a new Procurement proceeding or justification, if 
appropriate, as Single Source Procurement. 

 
(7) The PE shall amend the contract to reflect the changes introduced to the original terms 

and conditions of the contract. An amendment to contract shall generally include time 
extension. 

 
(8) Any major addition or amendment to the contract or the description of the services 

which it contains, any annulment of a clause in the contract require the prior approval of 
the FP. For this purpose the MDLF will inform FP in due time of the intended 
amendment, stating the reasons and enclosing a copy of the amendment to the 
contract. 

 

(9) For the purpose of controlling time, cost and quality; the contract administration for from 
inception to completion, may include - 

(a) reviewing the quality of designs, studies and other Services provided for in the 
assignment; 

(b) monitoring the progress and timely completion of deliverables for lump sum 
contracts and the person months for Time-based Contracts; 

(c) monitoring the Consultant’s reports and the availability of the key personnel  
specified in the Appendices for all types of Consultancy Contracts;  

(d) providing timely comments and feedback to the Consultants reports  in line with 
the provisions of the agreement; 

(e) Consultant’s adherence to the work plan and time allocations; 

(f) provision of timely assistance to the Consultant provided for in the Contract;  

(g) monthly payments or payments against deliverables; 
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(h) determining if changes to the scope of work are appropriate; 

(i) monitoring delays, additional tasks  and the need for   extensions;   

(j) Indemnification; and 

(k) Other terms specified in the GCC and SCC. 
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Table 12 Consultant Conflicts of Interest:  Range of Possible Cases 

Category of 
Consultant Conflicts 

Example Is the 
Consultant 
allowed to 
take part 

Risk for Client: 
Consultant may 

Mitigation of Risk 

Supply of goods and 
works whose 
specifications were 
prepared by the 
consultants 

Equipment, 
computers 

No Favor its associates Disqualification of 
consultant and 
affiliates 

Continuation 
assignments 

Detailed design 
after feasibility 
study 

Yes Influence TOR, bias 
feasibility- study 
recommendations  

TOR of continuation 
drafted by third party 
who validates 
feasibility 

Conflicting 
assignments 

Environmental 
audit of 
consultants’ 
project design by 
the same 
consultants 

No Apply partiality in 
assessing its own 
designs 

Disqualify the 
consultant 

Related assignment 
other than continuation 

Restructured 
study of a public 
asset after 
preparing 
privatization plan 

Yes 
(permissible 
upon 
conditions) 

Unduly influence 
TOR of related 
assignment 

Have third party draft 
TOR, or disqualify the 
consultant 

Related assignment for 
competing clients 

Study of a project 
competing- with 
another client’s 
project 

No (permissible 
upon 
conditions) 

Advice to client(s) 
may be biased 

Disqualify the 
consultant, or both 
clients agree on scope 
of work 

Related unnecessary 
assignments 

Study of 
superfluous 
alternatives 

No “Featherbedding” * Disqualify the 
consultant 

Unrelated useful 
assignments 

Study of future 
projects 

Yes n.a n.a. 

Conflicting 
relationships 

A consultant’s 
staff has a family 
relationship with a 
client’s staff 
involved in the 
selection process 

No (permissible 
upon 
conditions) 

Be unduly favored 
in the proposal 
evaluation process 

Exclude the client’s 
staff from the 
selection process, or 
disqualify the 
consultant 

Conflicting 
relationships 

The consultant 
includes a client 
employee in its 
technical proposal 

No (permissible 
upon 
conditions) 

Be unduly favored 
in the proposal 
evaluation process 

The consultant shall 
attach to its proposal 
a client’s certification 
stating that the 
involved client’s 
employee is on leave 
without pay 

* Featherbedding is the practice of requiring an employer to hire more workers than needed to handle a job 
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21 CONSULTANCY SERVICES CHECKLIST 

 
This checklist as well as the previous one was developed to indicate the minimum requirements 
for any consultancy firm30 may be interested to bid for a particular project funded by the MDLF.  
 
How to use checklist? 
 
Example: if a particular Procuring Entity needs the services of a consultant to prepare the 
engineering design, drawings, and the bid documents for a project funded by the MDLF. The 
estimated cost of the project is $20,000. The procurement official during the preparation of the 
expression of interest may ask for the following: 
i. The interested consultancy firm should be legally registered in the taxation department 

and operating as a legal entity in the country; (Column #2 in the checklist) 
ii. The firm shall be legally registered in a professional union such as the Palestinian 

Engineers Association. 
iii. The firm should be cleared from the income tax and should prove that during its 

application; and (Column #3 in the checklist) 
iv. The consultant should prove a two years relevant experience in similar projects. 

(Column #5 in the checklist) 
 
Table 13Checklist– Consultancy firm minimum requirements for services contracts 

 

Contract Amount  

Minimum requirements of a participating 
consultancy firm 

Registered Firm 
-Tax Departments 
- Ministry of Economy &Trade 
-professional associations; 
accountants, engineers, etc. 

Income Tax 
clearness 

Past proven 
experience (at 
least two years 
in relevant 
projects) 

< $5,000     

$5,000 - $50,000     

$50,000 - $100,000     

> $100,000
31

     

 
 
 

                                                
30

 Mainly local firms, any interested foreign firm should meet the same (or similar criteria used at their 
origin country) criteria.  
31

 To be procured according to the World Bank Quality & Cost Based Selection QCBS method.   
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Annexes 

Annex A Sample Request for Expressions of Interest Form 

Annex B     Request for CV of Individual Consultant - IC 

Annex C Sample of CV format for IC 

Annex D Evaluation Report of Expressions of Interest   

Annex E Sample of evaluation report for selection of IC 

Annex F Small Assignments – Time-Based Payments 

Annex G Small Assignments – Lump-Sum Payments 

Annex H request for proposal-(firms-CQS) 

Annex I        Procurement Decentralization for Rank B Municipalities-thresholds and assessment  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

186 
 

22 ANNEX A - SAMPLE REQUEST FOR EXPRESSIONS OF INTEREST FORM 

 

REQUEST FOR EXPRESSIONS OF INTEREST 

(CONSULTING SERVICES – FIRMS SELECTION) 

 

 

[COUNTRY] 

[NAME OF PROJECT] 
Loan No./Credit No./ Grant No.: ___________________________ 

  
Assignment Title: __________________ 

Reference No. (as per Procurement Plan): ___________________ 

 

The [insert name of Borrower/Beneficiary/Recipient] [has received/has applied for/intends to 

apply for] financing from the World Bank toward the cost of the [insert name of project or grant], 

and intends to apply part of the proceeds for consulting services.  

 

The consulting services (“the Services”) include [insert brief description, estimated level of effort 

(professional staff-months), implementation period, expected start date of assignment, etc. 

ensuring full consistency with the TOR attached or referred to in this REOI]. 

 

The detailed Terms of Reference (TOR) for the assignment [insert one of the following:  

are attached to this request for expressions of interest. 

Or 

can be found at the following website: (insert name of the website and URL address or link). 

or 

can be obtained at the address given below.]  

 

 

The [insert name of implementing agency/client] now invites eligible consulting firms 

(“Consultants”) to indicate their interest in providing the Services. Interested Consultants should 

provide information demonstrating that they have the required qualifications and relevant 

experience to perform the Services. The shortlisting criteria are: [insert criteria related to required 

qualifications and experience of the firm; such as core business and years in business, relevant 

experience, technical and managerial capability of the firm. The Qualifications and Experience of 

Key Experts shall not be included in the short listing criteria]. Key Experts will not be evaluated at 

the short listing stage. 

 

The attention of interested Consultants is drawn to Section III, paragraphs, 3.14, 3.16, and 3.17 of 

the World Bank’s “Procurement Regulations for IPF Borrowers” July 2016 [or insert date of 

applicable Procurement Regulations edition as per the legal agreement] (“Procurement 
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Regulations”), setting forth the World Bank’s policy on conflict of interest.  [If applicable, insert 

the following additional text:] In addition, please refer to the following specific information on 

conflict of interest related to this assignment: [insert information on conflict of interest related to 

the assignment as per paragraph 3.17 of the Procurement Regulations].   

 

Consultants may associate with other firms to enhance their qualifications, but should indicate 

clearly whether the association is in the form of a joint venture and/or a sub-consultancy. In the 

case of a joint venture, all the partners in the joint venture shall be jointly and severally liable for 

the entire contract, if selected. 

 

A Consultant will be selected in accordance with the [insert approved selection method] method 

set out in the Procurement Regulations. 

 

Further information can be obtained at the address below during office hours [insert office hours if 

applicable, i.e. 0900 to 1700 hours]. 

 

Expressions of interest must be delivered in a written form to the address below (in person, or by 

mail, or by fax, or by e-mail) by [insert date]. 

 

[insert name of office] 

Attn: [insert name of officer & title] 

[insert postal address and/or street address] 

[insert postal code, city and country] 

Tel: [include the country and city code] 

Fax: [include the country and city code] 

E-mail: [include e-mail address] 
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23 ANNEX B – SAMPLE OF REQUEST FOR CV OF INDIVIDUAL CONSULTANT - IC 

 

  Procuring Entitity      : ______________________________________ 

Object : consulting services for____________________________  

 

Madam / Sir __________________________________________ 

1.  The [ Palestinian Authority  ] received a grant from the ( insert name of donor)in order 
to finance the [MDP]. part of this grant will be used to strengthen  and to develop 
capacity building. 

2.  The  MDLF/LGU of __________________________________ benefits of this grant to 
finance activities related to its subproject and would wish to receive the assistance of an 
individual consultant with appropriate qualifications and experience. The consultant 
will provide the services described in the following terms of references. 

3. In order to evaluate the most suitable candidate on the same evaluation basis, we 
invite you to fill this Curriculum Vitae (CV) form. The CV will be sent to the following 
address before the following date _____ at _____hours time precisely. Late CV will be 
rejected. 

Address: _____________________________________________ 

4. Following this evaluation cession, an individual consultant will be choosen on 
the following criteria : 

CRITERIA                  QUOTATION 

a) General qualifications (studies – diplomas)  /20 

b) Adequacy for the Project                /50 

c) Relevant experience                                                         /30 

Total :   100 

5. You will be informed of the results of the evaluation  ___days after the due date 
of the CV deposit precedently indicated.    

Please receive ________________________. 

Signature   _______________________ 
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24 ANNEX C– SAMPLE OF CV FORMAT FOR IC 

 

 (hand writing will be accepted if lissible and in accordance of the following format) 

 

Name:   

Occupation:   

Birth date:    

Nationality:   

 

Main skills:(half a page to give an overview of your qualifications related to the terms 
of references); 

Education: (give a summary of your studies in a quarter of page, with the name of 
school or university, dates and diplomas). 

Professionnal experience: (three quarter of page maximum). 

1. Employments:(give the list of employments since the end of studies, beginning 
by the most recent. Indicate dates, employeur name, job decription, work location). 

2 Consultancies:(give the list of consultancies provided with dates, location, scope 
of the work, delivered services, clients name as references. If you participated to these 
assignments as a team member, give the exact level of responsabily you had). 

Country  and language knowledge: 

1. Experience in Municipal dvelopment:      YES______NO______ 

 IF YES give more details: _____________________________ 

2. Language  - level: (read/spoken/writen - medium/good/excellent)  

I certify hereafter that the information given are true and represent the exact situation 
related to my qualifications and experience. 

 

Signature __________________         Date :  _______________ 
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25 ANNEX D- EVALUATION REPORT OF EXPRESSIONS OF INTEREST 

 

 

 
 
 
 
 
Name of Project:  
 
Grant No.:   
 
Assignment Name:   
 
 
Reference Number:    

 
 
 

 

 

 

 

 

 

 

 

DATE OF SUBMISSION: 
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1. PUBLISHED REQUEST FOR EXPRESSIONS OF INTEREST (REOI) 

 

NAME OF NEWSPAPER(S) AND DATE(S) OF PUBLISHING: 

________________________________ 

 

(ATTACH COPY OF PUBLISHED REOI) 

 

2. List of Consultants Expressing Interest 

 

No. Consultant 
 

Address 

1.    

2.    

3.    

4.    

5.    

6.    

7.    

8.    

9.    

10.    

 

3.  The Evaluation Process 

 

3.1 Members of the evaluation committee (3-5 members): 
1.___________________________________ 
2. _______________________________________ 
3. _______________________________________ 
4. _______________________________________ 
5. _______________________________________ 
 

3.2 EVALUATION CRITERIA 

 
  Criteria       Weight 
 

1. qualifications in the field of the assignment; 
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2. technical and managerial capabilities of the firm; 
3. core business and years in business; 
4. qualifications of key staff; 
5. client references; and 
6. administrative and financial strength. 

 
3.3 Brief description of the valuation process:  

________________________________________________________________ 
________________________________________________________________
__ 

The scores achieved by each consultant expressing interest are shown in Table-1.32

                                                
32attach individual evaluation sheets (if available) 
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4. Evaluation Criteria and Scores 

 Evaluation Table 

Rank Total 
Score 

 
 
 
 

Administrat
ive and 
financial 
strength 

Client 
Referen

ces 

Qualificati
ons of 

key staff 
 

(  ) 

Relevant 
Experience in 
the field of the 

assignment 
(   ) 

Technical & 
managerial 
capabilities 
of the firm 

 
(   ) 

Core 
Business 
& years in 
business 

 
(   ) 

Consultant No
. 

          

          

          

          

          

          

          

          

          

Use Excellent, very Good, Good and poor 
or point system and Minimum Qualifying score: ____,   

 
 

 
 

Members of the Evaluation Committee: 

 

Name: _________________ Signature: ____________________ Date:__________________ 
 

Name: _________________ Signature: ____________________ Date:__________________ 
 
Name: _________________ Signature: ____________________ Date:__________________ 
 
 

5. Consultants’ Strengths and Weaknesses 

 

 

Weaknesses Strengths Consultant 
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6. Recommended Shortlist of consultants/consultant 

 
For QCBS, QBS and LCS: 
 
Based on the above-mentioned evaluation process of the documentation 
provided by the consultants, and considering the strengths and weaknesses of 
each consultant, the evaluation committee recommended the following short list 
of qualified consultants to receive the RFP for 
________________________________________________ (Name of 
assignment.). 
 

 Names and addresses of shortlisted consultants: 

1. ____________________________________________ 

2. ____________________________________________ 

3. ____________________________________________ 

4. ____________________________________________ 

5. ____________________________________________ 

6. ____________________________________________ 

7.     ____________________________________________ 

8. ____________________________________________ 

 

9.  

 

For CQS: 
 

Based on the above mentioned evaluation and considering the strengths and 
weaknesses of each consultant, the recommendation of the evaluation 
committee is to select _________________________________ (Name and 
address of selected Consultant)as the top-ranked qualified firm to be invited to 
submit a combined technical and financial proposal to undertake the 
________________________________________________ (Name of 
assignment.). 

 

Members of the Evaluation Committee: 

Name: _________________ Signature: ____________________ 
Date:__________________ 

 
Name: _________________ Signature: ____________________ 

Date:__________________ 
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Name: _________________ Signature: ____________________ 
Date:__________________ 
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26 ANNEX E – SAMPLE OF EVALUATION REPORT FOR SELECTION OF IC 

 

Country:  Palestine                                                 

Project Title:   
 

Date:        

 

1.  Project Name: 
 

2. Implementing Agency:  
   

3. Name and brief description of consulting assignment:  
 

4. Total Estimated Cost of the assignment: US$ …………………Equivalent 
 

5. Period of the Assignment: ………………………………………….. 
   

6. Date of Issue of the LOI (advertisement):  
 

7. Number of applications received:     
 

8. Name of individual consultants considered for the evaluation:    
              -   ……………….. 
              - …………………. 
              - …………………. 
 
9. Evaluation Criteria basis: 
 
I.   General Qualifications      –   20 points 
II.  Adequacy for the Project   –  50 points 
III. Relevant Experience          –  30 points 
          
10. Name of consultants who submitted CVs:  
  -  
          -  
-  
 ( attach copy of CVs)  
 
11. Members of Evaluation Committee:    
 
-    …………………… – President 
-   …………………… – Member 
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-  ……………………. – Member 
12.        Results of evaluation of CVs with respect to TOR and other evaluation criteria/requirements  

 
Individual Consultant Summary Evaluation Sheet 

 
Name of   

consultant 
  Rating  Strengths Weaknesses 

   
 

 

   
 

 

   
 

 

13. Based on the substantial responsiveness of the best evaluated CV with respect to compliance with 
technical and other related aspects specified in the TORs the following award of contract is 
recommended: 

 Name of the Selected Individual Consultant: …………………… 
 Contract Price:      …………………         
 Period of Consulting/Services: ………………………    
14.      Complaints, if any:_______________ 
Signature 

  

 
Consultant  Names 

 

General 
Qualifications 

(max. 20 Points) 

Adequacy for 
Project 

(max. 50 Points) 

Relevant 
Experience 

(max. 30 Points) 

Rating  (average 
points of all 

evaluation committee 
members) 
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26.1 Section 6.  Standard Forms of Contract 

 
[Text in brackets provides guidance to the Client for the preparation of the RFP; it should not appear on 
the final RFP to be delivered to the short-listed Consultants] 
 
For contracts of US$300,000/ or less, Consultants may use one of the two Donor sample contracts 
(time-based or lump-sum remuneration) attached. 
 
 Sample Contract for Consultant Services 
 Small Assignments Time-Based Payments, 
 
 Sample Contract for Consultant Services 
 Lump-Sum Payments 
 
The attached Form of Contract shall be used. 
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27 ANNEX F    SMALL ASSIGNMENTS – TIME-BASED PAYMENTS 
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Small Assignments 
Time-Based Payments 
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SAMPLE CONTRACT FOR CONSULTING SERVICES 
SMALL ASSIGNMENTS,   TIME-BASED PAYMENTS 

 
CONTRACT 

 
THIS CONTRACT (“Contract”) is entered into this [insert starting date of assignment], by and 
between  [insert Client’s name] (“the Client”) having its principal place of business at [insert Client’s 

address], and [insert Consultant’s name] (“the Consultant”) having its principal office located at 
[insert Consultant’s address]. 

WHEREAS, the Client wishes to have the Consultant performing the services hereinafter 
referred to, and 

WHEREAS, the Consultant is willing to perform these services, 

NOW THEREFORE THE PARTIES hereby agree as follows: 

1. Services (i) The Consultant shall perform the services specified in Annex A, 
“Terms of Reference and Scope of Services,” which is made an 
integral part of this Contract (“the Services”). 

(ii) The Consultant shall provide the reports listed in Annex B, 
“Consultant's Reporting Obligations,” within the time periods 
listed in such Annex, and the personnel listed in Annex C, “Cost 
Estimate of Services, List of Personnel and Schedule of Rates” 
to perform the Services. 

2. Term The Consultant shall perform the Services during the period 
commencing [insert start date] and continuing through [insert 
completion date] or any other period as may be subsequently agreed 
by the parties in writing. 

3. Payment A. Ceiling 

 For Services rendered pursuant to Annex A, the Client shall pay 
the Consultant an amount not to exceed a ceiling of [insert 
ceiling amount].  This amount has been established based on 
the understanding that it includes all of the Consultant’s costs 
and profits as well as any tax obligation that may be imposed on 
the Consultant.  The payments made under the Contract consist 
of the Consultant's remuneration as defined in sub-paragraph B 
below and of the reimbursable expenditures as defined in sub-
paragraph C below. 

B. Remuneration 

 The Client shall pay the Consultant for Services rendered at the 
rate(s) per man/month spent1(or per day spent or per hour 
spent, subject to a maximum of eight hours per day) in 

                                                
1
 Select the applicable rate and delete the others. 



 

April 2018 Page 203 
 

accordance with the rates agreed and specified in Annex C, 
“Cost Estimate of Services, List of Personnel and Schedule of 
Rates.” 

C. Reimbursables 

 The Client shall pay the Consultant for reimbursable expenses, 
which shall consist of and be limited to: 

(i) normal and customary expenditures for official travel, 
accommodation, printing, and telephone charges; official 
travel will be reimbursed at the cost of less than first 
class travel and will need to be authorized by the Client’s 
coordinator; 

(ii) such other expenses as approved in advance by the 
Client’s coordinator.2 

D. Payment Conditions 

 Payment shall be made in US$ not later than 30 days following 
submission of invoices in duplicate to the Coordinator 
designated in paragraph 4. 

4. Project 
Administration 

A. Coordinator 

 The Client designates Mr./Ms. [insert name] as Client’s 
Coordinator; the Coordinator shall be responsible for the 
coordination of activities under the Contract, for receiving and 
approving invoices for payment, and for acceptance of the 
deliverables by the Client. 

B. Timesheets 

 During the course of their work under this Contract, including 
field work, the Consultant’s employees providing services under 
this Contract may be required to complete timesheets or any 
other document used to identify time spent, as well as expenses 
incurred, as instructed by the Project Coordinator. 

C. Records and Accounts 

 The Consultant shall keep accurate and systematic records and 
accounts in respect of the Services, which will clearly identify all 
charges and expenses.  The Client reserves the right to audit, or 
to nominate a reputable accounting firm to audit, the 
Consultant’s records relating to amounts claimed under this 
Contract during its term and any extension, and for a period of 
three months thereafter. 

                                                
2
 Specific expenses can be added as an item (iii) in paragraph 3.C. 
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5. Performance 
Standard 

The Consultant undertakes to perform the Services with the highest 
standards of professional and ethical competence and integrity.  The 
Consultant shall promptly replace any employees assigned under this 
Contract that the Client considers unsatisfactory. 

6. Confidentiality 
 

The Consultants shall not, during the term of this Contract and within 
two years after its expiration, disclose any proprietary or confidential 
information relating to the Services, this Contract or the Client’s 
business or operations without the prior written consent of the Client. 

7. Ownership of 
Material 

Any studies, reports or other material, graphic, software or otherwise, 
prepared by the Consultant for the Client under the Contract shall 
belong to and remain the property of the Client.  The Consultant may 
retain a copy of such documents and software.3 

8. Consultant Not 
to be Engaged 
in Certain 
Activities 

The Consultant agrees that, during the term of this Contract and after 
its termination, the Consultants and any entity affiliated with the 
Consultant, shall be disqualified from providing goods, works or 
services (other than the Services or any continuation thereof) for any 
project resulting from or closely related to the Services. 

9. Insurance The Consultant will be responsible for taking out any appropriate 
insurance coverage. 

10. Assignment The Consultant shall not assign this Contract or Subcontract any 
portion of it without the Client's prior written consent. 

11. Law Governing 
Contract and 
Language 

The Contract shall be governed by the laws of the Palestinian Authority, 
and the language of the Contract shall be4

[insert language]. 

12. Dispute 
Resolution 

Any dispute arising out of this Contract, which cannot be amicably 
settled between the parties, shall be referred to adjudication/arbitration 
in accordance with the laws of the Palestinian Authority. 

 FOR THE CLIENT FOR THE CONSULTANT 

 

 Signed by ____________________ Signed by ____________________ 

 Title: ________________________ Title: ________________________ 

  

                                                
3
 Restrictions about the future use of these documents and software, if any, shall be specified at the 

end of Article 7. 
4
 The language shall be English, [Delete in case no association is foreseen.]  
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LIST OF ANNEXES 

 
Annex A: Terms of Reference and Scope of Services 
 
Annex B: Consultant’s Reporting Obligations 
 
Annex C: Cost Estimate of Services, List of Personnel and Schedule of Rates 
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Annex C 

Cost Estimate of Services, List of Personnel and Schedule of Rates 
 

(1) Remuneration of Staff 
 

 Name Rate Time spent Total 

  (per month/day/ 
hour in currency) 

(number of 
month/day/hour) 

(currency) 

(a) Team Leader     

(b)     

(c)     

     

     

    Sub-Total (1) 

 

(2) Reimbursables6 
 

 Rate Days Total 

    

(a) International Travel    

(b) Local Transportation    

(c) Per Diem    

   Sub-total (2) 

 
 
TOTAL COST ___________________________ 
 
Physical Contingency7 _____________________ 
 
CONTRACT CEILING ____________________ 

                                                
6
 To include expenses for  transportation, per diem, communications, reporting costs, visas, inoculations,  in-and-

out expenses, airport taxes, and other such travel related expenses as may be necessary; reimbursable at cost 
with supporting documents/receipts; except for per diem (which is fixed and includes housing and ______ 
expenses). 

7
 From 0 to 15 percent of total cost; use of contingency requires prior approval of the Client. 
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28 ANNEX GSMALL ASSIGNMENTS – LUMP-SUM PAYMENTS 
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SAMPLE CONTRACT FOR Lump-Sum Payments 

 
 
 
 
 
 
 

Small Assignments 
Lump-Sum Payments 

 
Preface 

 
Lump-sum contracts are used when definition of the tasks to be performed is clear and 
unambiguous, when the commercial risk taken by the Consultants is minimal, and when 
therefore such Consultants are prepared to perform the assignment for an agreed 
predetermined lump-sum price.  Such price is arrived at on the basis of inputs—including 
rates—provided by the Consultants.  The Client agrees to pay the Consultants according to a 
schedule of payments linked to the delivery of certain outputs, usually reports.  A major 
advantage of the lump-sum contract is the simplicity of its administration, the Client having only 
to be satisfied with the outputs without monitoring the staff inputs.  Studies are usually carried 
out on a lump-sum basis:  for example, master plans, economic, sector, feasibility, engineering 
studies, and surveys. 

 
 
 
 
 
 
 
 
 
 
 
 



 

April 2018 
 

Small Assignments 
Lump-Sum Payments 

 
 
 
 
 
 
 
 
 
 

Between  
 
 

Municipal Development and Lending Fund (MDLF) 
 
 

And  
 
 
 
 
 

  
[name of the Consultant] 

 
 
 
 
 
 

Dated:    
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SAMPLE CONTRACT FOR CONSULTING SERVICES 
SMALL ASSIGNMENTS - LUMP-SUM PAYMENTS 

(IBRD/IDA FINANCED) 
 

CONTRACT 
 

THIS CONTRACT (“Contract”) is entered into this [insert starting date of assignment], by and 
between Municipal Development and Lending Fund (MDLF) \(“the Client”) having its 
principal place of business at Al-Bireh, Al Amal Tower, P.O. Box 1230 and [insert 

Consultant’s name] (“the Consultant”) having its principal office located at [insert Consultant’s 
address]. 

WHEREAS, the Client wishes to have the Consultant perform the services hereinafter 
referred to, and 

WHEREAS, the Consultant is willing to perform these services, 

NOW THEREFORE THE PARTIES hereby agree as follows: 

1. Services (i) The Consultant shall perform the services specified in Annex A, 
“Terms of Reference and Scope of Services,” which is made an 
integral part of this Contract (“the Services”). 

(ii) The Consultant shall provide the personnel listed in Annex B, 
“Consultant’s Personnel,” to perform the Services. 

(iii) The Consultant shall submit to the Client the reports in the form and 
within the time periods specified in Annex C, “Consultant’s Reporting 
Obligations.” 

2. Term The Consultant shall perform the Services during the period commencing 
[insert starting date] and continuing through [insert completion date], or any 
other period as may be subsequently agreed by the parties in writing. 

3. Payment A. Ceiling 

 For Services rendered pursuant to Annex A, the Client shall pay the 
Consultant an amount not to exceed [insert amount].  This amount 
has been established based on the understanding that it includes all 
of the Consultant's costs and profits as well as any tax obligation that 
may be imposed on the Consultant. 

B. Schedule of Payments 

 The schedule of payments is specified below:1 

 [insert amount and currency] upon the Client's receipt of a copy of this 
Contract signed by the Consultant; 

 [insert amount and currency] upon the Client's receipt of the draft 
report, acceptable to the Client; and 

 [insert amount and currency] upon the Client's receipt of the final 
report, acceptable to the Client. 

 [insert amount and currency] Total 

C. Payment Conditions 

                                                
1
  Modify, in order to reflect the output required, as described in Annex C. 
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 Payment shall be made in [specify currency], no later than 30 days 
following submission by the Consultant of invoices in duplicate to the 
Coordinator designated in paragraph 4. 

4. Project 
Administration 

A. Coordinator. 

 The Client designates Mr./Ms. as Client's Coordinator; the 
Coordinator will be responsible for the coordination of activities under 
this Contract, for acceptance and approval of the reports and of other 
deliverables by the Client and for receiving and approving invoices for 
the payment. 

B. Reports.   

 The reports listed in Annex C, “Consultant's Reporting Obligations,” 
shall be submitted in the course of the assignment, and will constitute 
the basis for the payments to be made under paragraph 3. 

5. Performance 
Standards 

The Consultant undertakes to perform the Services with the highest 
standards of professional and ethical competence and integrity.  The 
Consultant shall promptly replace any employees assigned under this 
Contract that the Client considers unsatisfactory. 

6. Inspections and 
Auditing 

The Consultant shall permit, and shall cause its Sub-Consultants to permit, 
the Bank and/or persons or auditors appointed by the Bank to inspect and/or 
audit its accounts and records and other documents relating to the 
submission of the Proposal to provide the Services and performance of the 
Contract. Any failure to comply with this obligation may constitute a 
prohibited practice subject to contract termination and/or the imposition of 
sanctions by the Bank (including without limitation s determination of 
ineligibility) in accordance with prevailing Bank’s sanctions procedures. 
 

7. Confidentiality The Consultants shall not, during the term of this Contract and within two 
years after its expiration, disclose any proprietary or confidential information 
relating to the Services, this Contract or the Client's business or operations 
without the prior written consent of the Client. 

8. Ownership of 
Material 

Any studies reports or other material, graphic, software or otherwise, 
prepared by the Consultant for the Client under the Contract shall belong to 
and remain the property of the Client.  The Consultant may retain a copy of 
such documents and software.2 

9. Consultant Not 
to be Engaged 
in Certain 
Activities 

The Consultant agrees that, during the term of this Contract and after its 
termination, the Consultant and any entity affiliated with the Consultant, shall 
be disqualified from providing goods, works or services (other than the 
Services and any continuation thereof) for any project resulting from or 
closely related to the Services. 

10. Insurance The Consultant will be responsible for taking out any appropriate insurance 
coverage. 

11. Assignment The Consultant shall not assign this Contract or sub-contract any portion of it 
without the Client's prior written consent. 

                                                
2
  Restrictions about the future use of these documents and software, if any, shall be specified at the 

end of paragraph 7. 
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12. Law 
Governing 
Contract and 
Language 

 

The Contract shall be governed by the laws of in effect in parts of the West 
Bank and Gaza under the jurisdiction of the Palestinian Authority, and the 
language of the Contract shall be3 English  

13. Dispute 
Resolution4 

Any dispute arising out of the Contract, which cannot be amicably settled 
between the parties, shall be referred to adjudication/arbitration in 
accordance with the laws of the Client's country. 

14 Termination  

14.1 By the Client 
 

The Client may terminate this Contract if the Consultants are unable to 
perform a material portion of the Services for a period of not less than thirty 
(30) days 

(a) if the Consultants do not remedy a failure in the performance of their 
obligations under the Contract, within thirty (30) days after being 
notified or within any further period as the Client may have 
subsequently approved in writing, 

(b) if the Consultants become insolvent or bankrupt; 

(c) if, as the result of Force Majeure, the Consultants are unable to 
perform a material portion of the Services for a period of not less than 
sixty (60) days, or 

(d) if the consultant, in the judgment of the client has engaged in corrupt 
or fraudulent practices in competing for or in executing the Contract. 

For the purpose of this clause: 

“corrupt practice” means the offering, giving, receiving, or soliciting of any 
thing of value to influence the action of a public official in the selection 
process or in contract execution. 

“fraudulent practice” means a misrepresentation of facts in order to influence 
a selection process or the execution of a contract to the detriment of the 
Borrower, and includes collusive practice among consultants (prior to or after 
submission of proposals) designed to establish prices at artificial non-
competitive levels and to deprive the Borrower of the benefits of free and 
open competition. 

                                                
3
  The law selected by the Client is usually the law of its country.  However, the Bank does not object 

if the Client and the Consultant agree on another law.  The language shall be English, French, or 
Spanish, unless the Contract is entered into with a domestic firm, in which case it can be the local 
language. 

4
  In the case of a Contract entered into with a foreign Consultant, the following provision may be 

substituted for paragraph 12:  “Any dispute, controversy or claim arising out of or relating to this 
Contract or the breach, termination or invalidity thereof, shall be settled by arbitration in 
accordance with the UNCITRAL Arbitration Rules as at present in force.” 
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(e) if the Client, in its sole discretion, decides to terminate this Contract. 

 

14.2 By the 
Consultants 

The Consultants may terminate this Contract, by not less than thirty (30) 
days’ written notice to the Client, such notice to be given after the occurrence 
of any of the events specified in paragraphs (a) and (b) of this Clause 13.2: 

(a) if the Client fails to pay any monies due to the Consultants pursuant 
to this Contract and not subject to dispute pursuant to Clause 7 within 
forty-five (45) days after receiving written notice from the Consultants 
that such payment is overdue; or 

(b) if, as the result of Force Majeure, the Consultants are unable to 
perform a material portion of the Services for a period of not less than 
sixty (60) days. 

 

14.3 Payment 
upon 
Termination 

Upon termination of this Contract pursuant to Clauses 13.1 or 13.2, the Client 
shall make the following payments to the Consultants: 

(a) remuneration pursuant to Clause 3 for Services satisfactorily 
performed prior to the effective date of termination; 

(b) Except in the case of termination pursuant to paragraphs (a) and (b) 
of Clause 13.1, reimbursement of any reasonable cost incident to the 
prompt and orderly termination of the Contract, including the cost of 
the return travel of the Personnel and their eligible dependents. 

 
 FOR THE CLIENT    FOR THE CONSULTANT 
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Sample of Terms Of References for Consultants 
 

 Procuring Entity: ______________________________________________ 

Consulting services for: _______________________________________ 

Name of subproject: _________________________________________ 

Location:___________________________________________________ 

Funding:_________________________________________ 

 

Objectives of the mission(brief description): 

______________________________________________________________________________
______________________________________________________________________________
__________________ 

Scope of the mission(detailed description): 

______________________________________________________________________________
______________________________________________________________________________
____________________________________________________________ 

Assignment  duration:  

______________________________________________________________________________
___________________________________ 

Items to be provided by the client:  

______________________________________________________ 
______________________________________________________ 

Products to deliver(reports, plans etc…):  

______________________________________________________________________________
______________________________________________________________________________
__________________ 

 

Lead time: _____________ days :   Start date:________________ 

 

Consultant profile:____________________________ 
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29 ANNEX HREQUEST FOR PROPOSAL-(FIRMS-CQS) 

 

 

 
 
 
 
 
Name of Project:  
 
Grant No.:   
 
Assignment Name:   
 
 
Reference Number:    

 
 

 

Date :   
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Section 1.  Letter of Invitation 

 
Invitation N°: 

Grant No. :  

Date: 

 

 
Dear Sir,  

 

1. The Palestine Liberation Organization for the benefit of the Palestinian Authority (hereinafter 

called “Borrower”) has received a grant from the International Development Association (IDA) 

towards _________________________________________________(Project Name) and intends 

to apply part of the proceeds of this grant to eligible payments under the contract for which this 

Request for Proposals is issued. 

 
2. The _________________________________ (hereinafter to referred to as the “Client”) invites 

you to submit a proposal to provide the following consulting services: 

___________________________________________________________________________ 

 _________________________________________________________(Assignment Name) 

 

 More details of the services are provided in the attached Terms of Reference. 

3. Please submit your technical and financial proposals in accordance with the attached forms.  Your 

proposals will be subject to negotiation between your authorized representative and the Client and 

may result in a contract.  A draft contract is also attached. 

Your technical and financial proposals shall be submitted at following address, not later than 

__________________ (date and time) 

 
Address for Proposal Submission: 
_________________________________________ 

 

_________________________________________ 

 

_________________________________________ 

 
Further information can be obtained from _____________________________ (Name of Contact 

person) 

 
4. Please confirm receipt of this invitation  and that you will submit the proposal as requested 

 
Sincerely, 
 
______________________ 
(Name, Title and Signature of the Client’s Authorized Representative) 
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Section 2.  Technical Proposal - Standard Forms 
[Comments in brackets [  ] provide guidance to the short listed Consultant for the 
preparation of the Technical Proposal; they should not appear on the Technical Proposal 
to be submitted.] 
 
 
TECH-1 Technical Proposal Submission Form 
 
 

TECH-2 Brief Description of the Approach, summarized Methodology and Work Plan for 
Performing the Assignment 

 
TECH-3 Team Composition and Task Assignments 
 
TECH-4 Curriculum Vitae (CV) for Proposed Professional Staff 
 
TECH-5    Work Schedule 
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FORM TECH-1 TECHNICAL Proposal Submission Form 

 

 
[Location, Date] 

 
To: [Name and address of Client] 
 
 
Dear Sirs: 
 

 We, the undersigned, offer to provide the consulting services for implementation of the 

assignment as described in the attached terms of reference and in accordance with your Request 

for Proposal dated [……] and our proposals.  We are hereby submitting our technical and 

financial proposals for the proposed services. 

 
 Our proposals are binding upon us and subject to the modifications resulting from 
Contract negotiations. 
 
 We understand you are not bound to accept any Proposal you receive. 
 
 We remain, 
 
 
 

Yours sincerely, 
 

Authorized Signature [In full and initials]:    
Name and Title of Signatory:    
Name of Firm:    

Address:    
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TECH-2 BRIEF DESCRIPTION OF THE APPROACH,  SUMMARIZED METHODOLOGY 

AND WORK PLAN FOR PERFORMING THE ASSIGNMENT 

 

 
…………………………………………………………………………………………
…………………………………………………………………………………………

………………………………………………………………………………… 
…………………………………………………………………………………………
…………………………………………………………………………………………

………………………………………………………………………………… 
…………………………………………………………………………………………
…………………………………………………………………………………………

………………………………………………………………………………… 
…………………………………………………………………………………………
…………………………………………………………………………………………

………………………………………………………………………………… 
…………………………………………………………………………………………
…………………………………………………………………………………………

………………………………………………………………………………… 
…………………………………………………………………………………………
…………………………………………………………………………………………

………………………………………………………………………………… 
…………………………………………………………………………………………
…………………………………………………………………………………………

………………………………………………………………………………… 
…………………………………………………………………………………………
…………………………………………………………………………………………

………………………………………………………………………………… 
…………………………………………………………………………………………
…………………………………………………………………………………………

………………………………………………………………………………… 
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FORM  TECH-2  TEAM COMPOSITION AND TASK ASSIGNMENTS 

 

 
 
 

Professional Staff 

Name of Staff Firm 
Area of 

Expertise 
Position 
Assigned 

Task Assigned 
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FORM  TECH-3:  CURRICULUM VITAE (CV) FOR PROPOSED PROFESSIONAL STAFF 

 

 
1. Proposed Position[only one candidate shall be nominated for each position]:    
2. Name of Firm[Insert name of firm proposing the staff]:    
 
3. Name of Staff[Insert full name]:    
4. Date of Birth:   Nationality:    
5. Education[Indicate college/university and other specialized education of staff member, giving names 

of institutions, degrees obtained, and dates of obtainment]:    
 
6. Membership of Professional Associations:    
 
7. Other Training[Indicate significant training since degrees under 5 - Education were obtained]:    
  
 
8. Countries of Work Experience:  [List countries where staff has worked in the last ten years]:  
  
 
9. Languages[For each language indicate proficiency: good, fair, or poor in speaking, reading, and 

writing]:    
 
10. Employment Record[Starting with present position, list in reverse order every employment held by 

staff member since graduation, giving for each employment (see format here below): dates of 
employment, name of employing organization, positions held.]: 

From  [Year]:    To  [Year]:    

Employer:    ,  Positions held:      

11. Detailed Tasks Assigned 

 

 

[List all tasks to be performed 

under this assignment] 

12. Work Undertaken that Best Illustrates Capability to 
Handle the Tasks Assigned 
[Among the assignments in which the staff has been involved, 
indicate the following information for those assignments that 
best illustrate staff capability to handle the tasks listed under 
point 11.] 
 

Name of assignment or project:    
Year:    
Location:    
Client:    
Main project features:    
Positions held:    
Activities performed:    

13. Certification: 
I, the undersigned, certify that to the best of my knowledge and belief, this CV correctly describes myself, my 

qualifications, and my experience.  I understand that any wilful misstatement described herein may lead to my 

disqualification or dismissal, if engaged. 

  Date:    
[Signature of staff member or authorized representative of the staff] Day/Month/Year 
 
Full name of authorized representative:    
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FORM  TECH-4 WORK SCHEDULE 

 
 

N° Activity
1
 

Months
2
 

1 2 3 4 5 6 7 8 9 10 11 12 n 

1               

2               

3               

4               

5               

               

               

               

               

               

               

               

               

               

               

               

               

               

n               

 
1 Indicate all main activities of the assignment, including delivery of reports (e.g.: inception, interim, and final reports), and other benchmarks such as 

Client approvals.  For phased assignments indicate activities, delivery of reports, and benchmarks separately for each phase. 

2 Duration of activities shall be indicated in the form of a bar chart. 
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Section 3.  Financial Proposal - Standard Forms 
 
[Comments in brackets [  ] provide guidance to the shortlisted Consultants for the preparation of their Financial 
Proposals; they should not appear on the Financial Proposals to be submitted.] 

 
Financial Proposal Standard Forms shall be used for the preparation of the Financial 
Proposal  
 
 
[The Appendix “Financial Negotiations - Breakdown of Remuneration Rates” is to be only used for financial 
negotiations when Quality-Based Selection, Selection Based on Qualifications, or Single-Source Selection 
method is adopted, according to the indications provided under para. 6.3 of Section 2.]  

 
 
 
FIN-1 Summary of Costs 
 
FIN-3 Breakdown of Costs by Activity 
 
FIN-4 Breakdown of Remuneration 
 
FIN-5 Reimbursable expenses 
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FORM  FIN-1  SUMMARY OF COSTS 
 
 
 

Item 

Costs 

[Indicate Foreign 
Currency # 1]1 

[Indicate Foreign 
Currency # 2]1 

[Indicate Foreign 
Currency # 3]1 

[Indicate 
 Local Currency] 

Total Costs of Financial Proposal 2     

 
1 Indicate between brackets the name of the foreign currency.  Maximum of three currencies; use as many columns as needed, and delete the 

others. 
2 Indicate the total costs, net of local taxes, to be paid by the Client in each currency.   
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FORM  FIN-3  BREAKDOWN OF COSTS BY ACTIVITY1 
 
 

Group of Activities (Phase):2 

  

  

Description:3 x 

  

  

29.1.1.1.1.1.1.1 Cost component 

Costs 

[Indicate Foreign 
Currency # 1]4 

[Indicate Foreign 
Currency # 2]4 

[Indicate Foreign 
Currency # 3]4 

[Indicate 
 Local Currency] 

Remuneration5     

Reimbursable Expenses 5     

Subtotals     

 
1 Form FIN-3 shall be filled at least for the whole assignment.   
2 Names of activities (phase) should be the same as, or correspond to the ones indicated in the second column of Form TECH-4. 
3 Short description of the activities whose cost breakdown is provided in this Form. 
4 Indicate between brackets the name of the foreign currency.  Use the same columns and currencies of Form FIN-1. 
5 For each currency, Remuneration and Reimbursable Expenses must respectively coincide with relevant Total Costs indicated in Forms FIN-3, 

and FIN-4. 
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FORM  FIN-3  BREAKDOWN OF REMUNERATION 

 
(This Form FIN-4 shall only be used when the Lump-Sum Form of Contract has been included in the RFP.  Information to be 
provided in this Form shall only be used to establish payments to the Consultant for possible additional services requested by the 
Client) 

  

Name2 Position3 Staff-month Rate4 

Foreign Staff   

  
[Home] 

[Field] 

  
 

 

  
 

 

  
 

 

  
 

 

  
 

 

  
 

 

  
 

 

  
 

 

  
 

 

Local Staff   

  
[Home] 

[Field] 

  
 

 

  
 

 

  
 

 

  
 

 

  
 

 

  
 

 
 
2 Professional Staff should be indicated individually; Support Staff should be indicated per category 

(e.g.: draftsmen, clerical staff). 
3 Positions of the Professional Staff shall coincide with the ones indicated in Form TECH-2. 
4 Indicate separately staff-month rate and currency for home and field work. 
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FORM  FIN-4  BREAKDOWN OF REIMBURSABLE EXPENSES 

 
(This Form FIN-5 shall only be used when the Lump-Sum Form of Contract has been included in the RFP.  Information to be 
provided in this Form shall only be used to establish payments to the Consultant for possible additional services requested by the 
Client) 

  
 
 

N° Description1 Unit Unit Cost2 

 Per diem allowances Day  

 International flights
3
 Trip  

 Miscellaneous travel expenses Trip  

 
Communication costs between 
[Insert place] and [Insert place] 

  

 Drafting, reproduction of reports   

 
Equipment, instruments, 
materials, supplies, etc. 

  

    

 Use of computers, software   

 Laboratory tests.   

 Subcontracts   

 Local transportation costs   

 Office rent, clerical assistance   

    

 
1 Delete items that are not applicable or add other items  
2 Indicate unit cost and currency. 
3 Indicate route of each flight, and if the trip is one- or two-ways. 
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Welcome to the MDLF Accounting Manual 
Welcome to the MDLF Financial Policies and Procedures Manual.  Treat it well and find it 
easy to use! 

This manual incorporates, to the extent possible, the World Bank's Financial 
Management Guidelines, as agreed with all donors in the appraisal mission and the 
Memo of Understanding. However, MDLF might use other procedures and arrangements 
required by other donors if agreed with MDLF.  

 

What is this Manual? 
The Manual sets detailed guidelines for the Financial Department and its employees to 
assist them in ensuring the orderly and efficient management and control of all program 
resources, and to render proper accountability to all stakeholders. It is concerned with 
effective financial control over program assets, liabilities, funds, and expenditure together 
with the systems required to account for the financial operations of the program. In sum, 
the policies and guidelines convey procedures for sound financial management and 
administration of the Financial Department's work. In specific terms, the policies and 
procedures are designed to: 

 Promote orderly, economic, efficient and effective operations consistent with 
program objectives;  

 Minimize and attempt to prevent and detect fraud and errors;  

 Ensure accuracy and completeness of the accounting records;  

 Facilitate timely preparation of financial information and ensure that financial 
statements are fairly and accurately presented;  

 Safeguard program assets; and  

 Ensure compliance with applicable laws, financial policies and regulations. 
 

Who should use this Manual?  
Financial Department Staff are expected to be the main users of this Manual.  However, 
Managing Directors may find it useful when considering the financial implications of 
entering into a contract. 

 

Do I have to implement all the procedures in this Manual? 
The Manual is a guideline, however generally it is anticipated that users should follow the 
policies outlined in the manual, unless there is a justified reasons to depart from them. In 
case of departure, proper approvals should be obtained and maintained. 

 

How is it set out? 
The Manual is clearly set out, with each broad area as a chapter heading.  Each chapter 
clearly explains its purpose, policy, and procedures followed by process maps in order to 
facilitate quick references and understanding of processes.  
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What are the subjects and areas covered by this Manual? 
This Manual covers areas that are deemed necessary for the MDLF Financial 
Department in order to run their activities smoothly and properly. These areas are as 
follows: 

 Budget and Cash Forecasts 

 Grants Management 

 Cash Handling 

 Procurement and Accounts Payable 

 Fixed Assets 

 Payroll 

 Closing 

 Reporting 
 

Who is responsible for ensuring these procedures are followed?  
The Financial Department of MDLF is in charge of implementing this Financial Policies 
and Procedures Manual. The Financial and Administrative Manager must review and 
approve, if possible, significant deviations from the policies outlined in this Manual. All 
employees at the Financial Department are expected to be familiar with and comply with 
the policies and procedures set forth in this Manual. Further, they are also expected to 
be familiar with the accounting and reporting policies.  
 

The Audit Committee of the Board of Directors might appoint an internal auditor to make 
sure that this manual is being complied with, as this is important for the Audit Committee 
to discharge their duties.  

 

How often and how will this Manual be updated? 
There is no fixed schedule for updating this Manual.  Updates will be carried out on an ad 
hoc basis, when necessary, rather than on a certain timetable.   Any significant revision 
proposed to the manual should be approved by the MDLF Board of Directors upon 
recommendation by the Financial and Administrative Manager to the General Director. 

 

Can we distribute or share this Manual? 
This Manual is for distribution within the MDLF only. Copies should not be made 
available to other individuals or parties outside the MDLF without prior approval from the 
General Manager and the MDLF Board of Directors. 

 

Where is the Accounting Policies and Reporting Manual? 
An Accounting Policies and Reporting Manual has been developed as a separate 
document from this Manual. The Accounting Policies and Reporting Manual sets out the 
basic principles of International Financial Reporting Standards (IFRS).  It states the 
standards and guidance needed to be followed in order to produce financial statements 
that are in accordance with IFRS.  It also includes the key principles of IFRS and sets out 
the basis for the conceptual framework, which should be used as a point of reference by 
preparers of financial statements in the absence of specific guidance.  
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The Organization of the MDLF Financial Department: 
The MDLF Financial Department should be organized according to the following 
structure: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
The structure can also be found in the Organizational Structure and Job Descriptions 
section of this Manual.  

 

 Board of Directors

General Director

General Director 

of Operations

Administrative & 

Financial Manager

Financial Controller Senior Accountant

Budgeting and 

Financial Planning 

Specialist

Accountants

Admin Assistant

Financial Department

Senior Accountant - 

Gaza
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The purpose of this section is to set responsibilities and requirements for budgeting and 
cash projections in the MDLF.  

I. Budget Preparation 

Purpose 

To have an adequate budget setting process in place, in line with the organization’s 
needs and objectives. 

Policy 

Preparation: 

1. Budgetary accounting is a management control technique employed to assist in 
controlling expenditures and in forcing revenue restrictions. 

2. The budget shall cover both operating expenditures of the MDLF staff as well as 
grants and disbursements.  

3. Budgets should be prepared on annual basis but analyzed by quarter.  

4. The first step in preparing the budget would be identifying the expected programmes 
and disbursements to Local Government Units and the related grants and donations. 
Based on that, management should prepare the budgeted revenues. Budgeted 
revenues are mainly dependent on the calculated management fees. Accordingly it is 
based on the budgeted programmes and the related disbursements to Local 
Government Units ("LGUs"). Consequently, this Budget should be initially prepared 
by the Technical Department in-coordination with the Financial Department.   

5. Disbursements to LGUs  are budgeted in accordance with the Transfer Mechanism, 
the priorities and the needs of the LGUs and with a warrant presented to the MDLF 
by the Board of Directors, and sets of the expected revenues from all sources 
(donors, Palestinian Authority ("PA") and/or etc…). 

6. Disbursements to LGUs are not fully predictable at the time when the budget is 
prepared. These disbursements will depend on several factors that will unfold over 
the course of the budget year: 

 The project proposals made by the LGUs. 

 The actions of the MDLF Management for approving or rejecting LGU 
proposals. 

 The decisions of donors, the PA and other contributors as to the amounts 
they would provide to the MDLF and other restrictions they may impose on 
how their contributions to be used. 

7. Accordingly, the budget for disbursements to the LGUs will need to be adjusted from 
time to time during the course of the year. 

Responsibilities 

1. The Budgeting and Planning Specialist, acting under the direction of the Financial 
and Administrative Manager, is responsible for collecting the needs from the 
department’s heads for the MDLF operating budget. Further, he is expected to get all 
the needed information from the Strategic and Planning Department for the MDLF 
disbursement Budget to LGUs. Accordingly, this will enable him to prepare the first 
draft of the annual budget. 
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2. The Budgeting and Planning Specialist is responsible for submitting the initial budget 
to the Financial and Administrative Manager. 

3. The General Director is responsible for proposing a budget to the Board of Directors. 

4. The Board of Directors is responsible for approving the budget. 

5. The General Director, with the assistance of the General Director of Operation and 
the Financial and Administrative Manager, is responsible for administering the budget 
and ensuring that funds are received and disbursed in accordance with the budget. 

6. The General Director of Operations and the Financial and Administrative Manager 
are responsible for monitoring actual revenues and expenditures by comparing them 
against the approved budget. 

7. The Financial and Administrative Manager is responsible for submitting the 
relationship of actual revenues and expenditures to the budget for the following 
parties:  the General Director, the General Director of Operations, department heads 
and staff of patterns.  

8. The Financial and Administrative Manager is responsible for recommending actions 
through the General Director to the General Director of Operations and department 
heads and staff to ensure compliance with the budget. 

9. The General Director is responsible to keep the Board of Directors informed of 
patterns of actual revenues and expenditures and their relationship to the budget. 

10. The General Director is responsible for recommending actions to the Board of 
Directors to ensure compliance with budget or propose modifications if warrants. 

11. The Board of Directors is responsible for monitoring compliance with the budget, for 
formulating directives to the General Directors to ensure compliance, and for making 
modifications, as needed. 

Budget analysis  

1. Within ten days after the end of each Quarter, a written budget analysis shall be 
performed consisting of the following elements: 

 Actual revenues and expenditures will be compared to budgeted amounts; 
both for the current month and for the year-to-date (see formats below). 

 Significant variances will be noted and their causes determined. 

 Recommended actions to ensure budget compliance for the remainder of the 
year will be set forth. 

2. The General Director will forward the quarterly budget analysis, in whole or in 
summary, to the Board of Directors along with recommended actions, if necessary.  

Budget modification 

The programme budget may require modifications during the course of the year. When 
changes take place, the General Director should present a report indicating the 
significant changes in the facts or assumptions underlying the current budget. If 
appropriate, the General Director should propose modifications in the budget to the 
Board of Directors. 

Procedures  

1. The Budgeting and Financial Planning Specialist should prepare budget format, 
templates and budget procedures.  
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2. The first step in preparing the budget would be identifying the expected programmes 
and disbursements to Local Government Units and the related grants and donations. 
Based on that, management should prepare the budgeted revenues. Budgeted 
revenues are mainly dependent on the calculated management fees. Accordingly, it 
is based on the budgeted programmes and the related disbursements to Local 
Government Units ("LGUs"). This Budget should be initially prepared by the 
Technical Department in-coordination with the Financial Department.   

3. The Technical Department should prepare the programme budget based on 
approved proposals submitted by municipalities and other related assumptions and 
expectations for the coming year.  The budget for each quarter will reflect the 
detailed specifications for programme activities, schedules (including procurement 
plan), and expenditure on quarterly programme activities.  Furthermore, the budget 
should be prepared using the Interim Financial Reporting (IFR) forms. Additionally, 
the Technical Department will provide its own running cost budget similar to other 
departments as further detailed in the next point. 

4. The Budgeting and Financial Planning Specialist obtains the programmes' budget 
from the Technical Department and calculates the management fees. 

5. The Budgeting and Financial Planning Specialist should prepare the revenues 
budget according to calculated management fees and then he should communicate 
the following with all departments:  

 Assumptions,  

 Budget procedures 

 Budget Formats and templates   

 Timetable and Key Dates 

  Budget constraints (revenues are already budgeted) 

6. Each department head should complete the assumptions and templates within the 
stated timetable taking into consideration constrains provided. Each department head 
prepare the budget for the department based on assumptions and technical aspects 
of that department. For instance, the Human Resources department should take into 
consideration the hiring, firing, and increases in salaries and number of employees.  

7. The Budgeting and Financial Planning Specialist should collect the sub-budgets from 
different departments. Further, he has to ensure the accuracy and completeness of 
the summary budgets. Based on the collected information, the Budgeting and 
Financial Planning Specialist should prepare the following detailed budgets:  

 Revenues and grants budget, 

 MDLF operating budget. 

 Programme budget, 

 Prepare Capital/investment budget, 

8. The Budgeting and Financial Planning Specialist should prepare consolidated 
budget, and communicate it to the Financial and Administrative Manager who should:  

a. Review summary budgets:  

 The Financial and Administrative Manager should review budget and 
assumptions against economic and business constraints; 

 Ensure that relationships between grants, programme expenditures, and 
operating expenditures are valid; 
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  Review capital spend and investment and Returns; 

  Review growth of base business and new grants; 

  Ensure that non-financial measures are consistent with financial. 

b. Agree accuracy and completeness of detailed budgets:  

 Drill down into detailed budgets; 

  Determine the major variables by quantity/value; 

  Challenge the budget holders assumptions; 

  Ensure that proposed investment is not exceeding targets and constraints in 
achieving proposed results; 

  Amend detailed budgets.  

c. Evaluate budget and assumptions against economic and business 
constraints:  

 Review variances with targets and goals; 

 Determine cause of variance; 

 Determine if targets are valid or amendment is required. 

9. The Financial and Administrative Manager should provide his comments on the 
budget to the Budgeting and Financial Planning Specialist, who should communicate 
these comments to the department heads and adjust the budget accordingly. At this 
point the budget owners/departments heads should sign on the detailed budgets and 
assumptions,  

10. After signing the adjusted budget, the Budgeting and Financial Planning Specialist 
should signoff the budget and send it back to the Financial and Administrative 
Manager,  

11. The Financial and Administrative Manager should review and sign off the budget for 
completeness and accuracy and correct consolidation if necessary, and deliver it to 
the General Director of Operation for review.  

12. The General Director of Operation should review the budget and submit it to the 
General Director for approval,  

13. The General Director should review and sign the budget before delivering it to the 
Board of Directors for final approval. 

14. The Board of Directors should discuss and approve the budget. In case the Board of 
Directors has any comments on the budget, management should perform the same 
above procedure to address the Board of Directors queries.  

15. After obtaining the Board of Directors approval, the Budgeting and Financial Planning 
Specialist should communicate the approved budget to all departments. 

16. The Senior Accountant should prepare monthly comparison between the actual and 
budgeted amount, and submit it to the Budgeting and Financial Planning Specialist,  

17. The Budgeting and Financial Planning Specialist should approve the variance report 
and submit it to the Financial and Administrative Manager for approval,  

18. The Financial and Administrative Manager should : 

 

 Identify key variances against budget and forecasts by comparing actual 
performance reported with budget KPI’s 
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 Investigate all key variances, 

 Substantiate with justifiable reasons,  

 Ensure corrective measures in place to bring actual performance in line with 
financial targets and/or manage risk. 

 Communicate the variance report with the General Director of Operation and 
the General Director,  

19. The General Director should communicate the variance with stakeholders such as 
the Board of Directors and donors.    
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II. CASH FORCASTS: 

Purpose 

To provide guidelines for preparing cash forecast for MDLF request of a manual check.  

Policy 

1. Cash forecasts should be prepared on consistent basis to monitor and manage 
borrowings and idle cash.  

2. Cash forecasts is the responsibility of the Financial and Administrative Manager, and 
should be reviewed by the General Director of Operation and approved by the 
General Director. 

3. Cash forecasts should be prepared by the Senior Accountant on a quarterly basis i.e. 
(three months period), and should be submitted for donors upon request for advance 
payments, on a semi-annual basis.  

4. The Board of Directors should be updated of the cash status every Board of Directors 
meeting, and when the shortage or idle cash is material. 

5. All investments and borrowings for any amount should be approved by the Board of 
Directors.   

Procedures 

1. The Accountant should generate from the accounting system all information 
necessary to determine and identify cash sources as well as cash collection with due 
dates. Such cash sources include accounts receivable collections, donors’ transfers 
and bank interest income. 

2. The Accountant should generate from the accounting system all information related 
to cash requirements and cash payment dates. Such requirements include accounts 
payable to vendors, payrolls, and all other payments.   

3. The Senior Accountant should compare the information to prepare cash forecasts 
and submit it to the Financial Controller,  

4. The Financial Controller should verify that the information is internally consistent and 
submit the forecast to the Financial and Administrative Manager,  

5. The Financial and Administrative Manager should:  

 Identify key variances against forecasts by comparing actual performance 
reported with budget KPI’s 

 Investigate all key variances, 

 Substantiate with justifiable reasons,  

 Ensure corrective measures in place to bring actual performance in line with 
financial targets and/or manage risk. 

 Communicate the variance report with the General Director of Operation and 
the General Director 

 Manage cash accordingly 
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6. The Financial and Administrative Manager in coordination with the Senior Accountant 
should manage cash accordingly, as follows:  

 Availability of cash when issuing checks,  

 Invest idle cash in interest bearing accounts, 

 Determine the needs to obtain short or long terms loans, 

 Determine the amount of unearned revenue from management fees to be 
recorded.   
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Annexes:  

Time Schedule  

Actions Person responsible Date 

Warrant sets out total revenue and  allocations Board of Directors  October 1 

Prepare budget first draft  The Budgeting and 
Planning Specialist with 
the assistance of other 
Departments heads  

October 15 

Review budget with General Director The Financial and 
Administrative 
Manager/GDO 

October 15  

Submit budget to the Board of Directors The GD November 1 

Making the modification needed by the BOD The Financial and 
Administrative 
Manager/GDO 

November 15 

Submit final draft to the BOD The GD December 1  

Approve budget  The BOD December 15 

 

 CASH FORCAST TEMPALTE 

 
Cash Flow Forecast - Summary Variance Analysis 

      

   Forecast Actual Variance 

Opening Cash Balance   XXX - XXX 

      

Cash Inflows      

Total Cash Inflows Before Borrowings     

      

Cash Outflows      

Total Cash Outflows      

      

Financing      

Net Financing      

      

Ending Cash Balance      

      

 

Additional Comments:            
Cash Inflows [Insert commentary on key drivers]      
Cash Outflows [Insert commentary on key drivers]      
Financing         [Insert commentary on key drivers]      
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MDLF Budget Form 

MDLF   Budget For 2xx9 
                

Cod
e 

Organization Expenses 
 2xx8 Budget 

  
 Actual 2xx8   

 2xx9 Budget 
  

Actual until 
(Month) 2xx9 

Remaining  Reallocation Budget  

Operational Budget              

                

1.1 Basic Salary per year  $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

1.2 Allowances   $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

1.3 Severance Pay  $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

1.4 Provident Fund  $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

1.5 Health Insurance  $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

1.6 Living Expenses  $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

1.7 Bounces and Other Salaries expenses  $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

  Total Personnel  $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

2 Running Costs             

2.1 Telephone , Mobile and ADSL expenses and fees  $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

2.2 Office Rent for West bank and Gaza Branch  $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

2.3 Stationary and Toners  $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

2.4 Water Expenses $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

2.5 Electricity $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

2.6 Fuel for cars $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

2.7 Car Licenses $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

2.8 Car maintenance $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

2.9 Car Insurance $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

2.10 Hospitality $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

2.11 Internet Services, leased line and monthly fees $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

2.12 Promotional materials and website maintenance and development  $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

2.13 Announcement and advertisement for procurement  $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

2.14 Translation $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

2.15 Cleaning Material  $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

2.16 Bank Charges $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

2.17 Hardware upgrading and accessories $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 
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2.18 Software Annual maintenance and upgrading $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

2.19 Training ,Memberships, Conferences and other staff development $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

2.20 Mail and newsletter distribution ,and other related expenses  $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

2.21 Board of Directors per diem  $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

2.22 International travel ( Per Diems ,Accommodations, Transportation, Tickets ) $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

2.23 Local Travel   ( Per Diems ,Accommodations, Transportation,  ) $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

2.24 Auditing ,Monitoring , Evaluation and Other  consultancy  Services expenses  $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

2.25 Maintenance of equipment and other assets  $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

2.26 Miscellaneous $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

  General Insurance $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

  Total Running Costs $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

     $ xxx   $ xxx   $ xxx  $ xxx $ xxx $ xxx 

  Other Costs             

3 Legal Advisor   $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

  Total Other Costs $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

  Sub Total for Personnel ,Running Cost and Other Cost  $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

                

                

   ( Capital Budget  )             

  Furniture:             

4.1 Total Furniture West Bank and Gaza $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

  Equipment $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

4.2 Total Equipment $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

  Cars  $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

4.3 Total Cars  $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

  Software $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

4.4 Total Software   $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

  Total Furniture, Equipment, MIS and Preparing new premises $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

  GRAND TOTAL EXPENSES $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

5 Contingency  $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

  Total budget  $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

                

  Reserved  $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 

    $ xxx $ xxx $ xxx $ xxx $ xxx $ xxx 
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Interim Financial Reports (IFRs) 

Interim financial reports forms can be found as annex to "Reporting Section" of this 
manual. 
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Process Maps: 
Budgeting Process 

The Budgeting and 
Financial Planning 
Specialist prepares 
budget format and 

templates   

Management 
prepares the 

budgeted revenues

The Technical 
Department 
prepares the 

Programme budget 

The Budgeting and 
Financial Planning 
Specialist collects 
the sub-budgets 

from departments

Sub-Budget 3 Sub-Budget 2 Sub-Budget 1

The Budgeting and 
Financial Planning 
Specialist prepares 

the following 
detailed budgets

Prepare Capital/
investment budget

Program budget
MDLF operating 

budget
Revenue and grants 

budget

The Budgeting and Financial 
Planning Specialist prepares 

consolidated budget and 
communicate it to the 

Financial & Admin Manager 

Consolidated 
budget 

A

The Budgeting and Financial 
Planning Specialist obtains 
the programs' budget from 
the Technical Department 
and accordingly calculates 

the management fees

Each department head 
prepares the budget for the 

department based on 
assumptions and technical 
aspects of that department

The Budgeting and Financial 
Specialist prepares revenues 

budget according to 
management fees

Program Budget
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A

The Financial & Admin 
Manager reviews summary 
budgets, agrees accuracy, 

reviews budget and 
assumptions against 

economic and business 
constraints 

Agreed?

NO

The Financial & Admin 
Manager provides his 
comments to Financial 

Planning Specialist 

YES

The Financial Planning 
Specialist 

communicates the 
comments to the 

department heads to 
adjusts the budget

The department heads 
review and sign on to 
detailed budgets and 

assumptions

Adjusted budget

The Financial Planning 
specialist signs off the 

budget and sends it back 
to the Financial & Admin 

Manager 

The Financial & Admin 
Manager reviews and 

signs off the budget for 
completeness and 

accuracy

Approved?

NO

The Financial & Admin 
Manager delivers the 
budget to the General 

Director of Operation for 
review and approval

YES

Approved?

NO

The General 
Director of 

Operation delivers 
the budget to the 

General Director for 
approval 

YES

Approved?

NO

The General 
Director delivers the 
budget to the BOD 
for final approval

YESB
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B

Approved?

BOD discusses and 
approves the 

budget 
YES

NO

The Financial Planning 
Specialist communicates 
the approved budget to 

all departments

The Senior Accountant 
prepares  and reviews 
monthly comparison 

between the actual and 
budgeted amount 
(Variance report)

Variance Report

The Financial Planning 
Specialist  reviews the 

variance report and 
submits it to the Financial 

& Admin Manager for 
approval

Approved?

NO

The Financial & Admin 
Manager identifies 
and investigates all 
key variances and 
ensures corrective 

measures are in place 

YES

The Financial & Admin 
Manager communicates the 

variance report with the 
General Director of 

Operation and the General 
Director for approval

Approved?

NO

The General director 
communicates the 

variance report with 
stockholders such as the 

BOD and donors   

YES

 



Budget and Cash Forecasts 
 

 

 

 

19 

 

pwc 

Cash Forecast Process 
 

Cash forecasts should be 
prepared by the 

Accountant on a semi-
annual basis for a six 

months period

The Accountant should print 
from the accounting system all 

information necessary to 
determine cash inflows as well 
as cash outflows and due dates

The Senior Accountant 
should compare the 

information to prepare cash 
forecasts and submit it to the 

Financial Controller

Financial Controller verifies 
the information is and 

submits the forecast to the 
Financial and Admin 

Manager

The Financial and Admin 
Manager in coordination 

with the Senior Accountant 
should manage cash 

accordingly

Cash Forecast

The Financial and 
Administrative Manage 

identifies variances and sends 
variance report to General 

Director and General Director 
of Operation
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This section is applicable for all grants received by the MDLF. The purpose of Grant 
Management procedures is to develop, implement and maintain meaningful grant 
oversight and coordination for the MDLF thereby increasing grant related revenue, 
limiting the exposure to grant related legal liability, and improving the efficiency and 
impact of programmes and services funded through grants. 

Grants Management 

Purpose 

The purpose of this section is to set guidelines for the MDLF to receive, record, and 
follow up on grants.  

Policy 

1. The Financial and Administration Department is responsible for the financial 
management, administrative support and supervision, and reporting for the 
Programme as a whole. 

2. Funds are deposited into and disbursed from designated bank account for each 
donor and will be spent on specific activities (sub-components) predefined by each 
donor. This policy is not effective and is not applicable if requested otherwise by 
donors.  

3. Commingling of funds between bank accounts is not permitted unless approved in 
writing by all related donors.  

4. Designated bank account for each donor should be opened by the Ministry of 
Finance and managed by the MDLF 

5. The MDLF should not attempt to open bank account or sign agreements with donors 
without the prior approval of the Ministry of Finance. 

6. The MDLF will vest the sole responsibility to disburse on behalf of the programme to 
suppliers and contractors – either contracted by MDLF or by Municipalities.   

7. No sub funds will be transferred to the Municipalities, as MDLF will be paying directly 
to contractors and suppliers on behalf of Municipalities according to the approved 
sub grant agreements between MDLF and each Municipality. 

8. MDLF adopts centralized disbursement to Municipalities and no advances to 
Municipalities unless they have the capacity to manage efficiently the advances and 
it’s subject to the Donors Approval and to the financing agreement.  

9. All withdrawals should be approved by the Financial and Administrative Manager and 
the General Director signs. 

10. As long as the closure restrictions on Gaza are maintained, MDLF will adopt a 
degree of flexibility by allowing for the payment of non-wage recurrent expenditures 
as direct inputs for sustaining essential municipal services in Gaza on the basis of 
short-term plans. This means incremental costs incurred in Gaza might be allowed to 
be allocated to the project while same costs incurred in the West Bank might not be 
allowable. Payment mechanism remains the same.  
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The above chart describes the funds flow for the program for Each Donor participating through parallel 
financing (each donor will have a different DA) – Quoted from MDP agreement signed between the World 
Bank and the MDLF. 

Procedures 

Drawdown from the Donor to MDLF  

1. The General Director should make sure that a copy of the agreement signed with the 
donor was transferred to the Accounting and Financial Department.  

2. MDLF should open a bank account for every donation/donor in coordination with the 
Ministry of Finance, as detailed in the Open Bank Account in the Cash Handling 
Section.  

3. The MDLF should arrange with donors to drawdown the designated grant to the bank 
account as follows:   

II. The Financial and Administrative Manager is responsible for complying with 
the donors’ financial requirements and conditions to transfer the fund. For 
instance, the Financial and Administrative Manager should prepare all the 
documentation and reports requested by donors in order to transfer the 
money. 

III. The Financial and Administrative Manager should prepare requests for 
disbursement based on the approved work plans and cash flow projections 
for expenditures, and submit it for review by the General Director of 
Operations. 

 
 

MDLF 

Separate DA 

Municipalities submit 
Payment Requests to 
MDLF 

Suppliers & 
Contractors  

& 
(Direct Payment) 

on behalf of 
Municipalities 

(Designated 
Account Managed 

by MDLF  
Annex to Central 
Treasury Account 

at the MOFP 
 

MDLF submits 
WA to Donor 
and with 
MOF’s co-
signature if 
required  

Each 

Donor  

Contractors and Suppliers 
contracted by MDLF 
submit Payment Requests 
to MDLF 

Legend 

Full Arrows  Movement of funds 

Dotted Arrows  Request for fund transfer 
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IV. The General Director of Operations should review and approve the request 
and submit it to the General Director for approval. 

V. The Financial and Administrative Manager should follow up with donors to 
make sure that the donor transfer the amount requested on timely manner.  

4. Upon receiving the grant money in MDLF's bank account, the Financial Department 
should record these transfers in accordance to the Cash Receipts under the Cash 
Handling procedures section of this manual. 

5. The Financial Department should report to donors through the General Director in 
accordance to the agreement signed and as further detailed in the Reporting section 
of this manual. 

 

Drawdown from the MDLF to the Municipality  

1. Grants to Municipalities should be made using the mechanism agreed upon with the 
donors. For instance, grants to the Municipalities should be made in accordance to 
the performance based allocation mechanism and with the eligibility criteria 
specified.  The implementation of the Grant Allocation Formula is described in a 
detailed manual which defines the forms, guidelines, checklists and the 
corresponding charts that illustrate the administrative flow.  It defines each indicator, 
how it is to be measured, and together how they are used for ranking municipal 
performance.  

2. All requests for grants from Municipalities should be evaluated by the Technical 
Department based on the criteria provided by MDLF and should be approved by the 
General Director of Operations and the General Director.  

3. The Municipalities shall open a separate bank account for the project funded by the 
MDLF, if needed.  

4. Municipalities are responsible for sub-project implementation and for all contracting 
but the MDLF is responsible for making payments to contractors and suppliers in 
accordance to the procedures detailed in the Programme Expenditures under the 
Cash Handling section of this manual. 

5. All approved payments should be made through the special designated bank 
account and shall be transferred directly to the contractor/vendor account.  

6. Any payment should be made against the original supporting documents/tax invoices 
and should be properly approved. 

7. The payment procedures should be in accordance to the Cash Handling section of 
this manual.  

8. A monthly bank statement for the Municipalities account shall be transferred to the 
Financial Department and should be reviewed by the Senior Accountant and the 
Financial and Administrative Manager, if applicable.  

9. The Municipality designated bank account should be subject to be audited by 
auditors or MDLF staff, when and if needed.   

10. The MDLF should report to donors in accordance to the agreement signed and as 
further detailed in the Reporting section of this manual. 

 

 

Management Fees:  
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MDLF should establish and collect the management fees percentage from donors as approved 
by the Board of Directors.  The aim of this fee is to have a basis for charging donors indirect 
costs of the MDLF.  

 

1. Entries should be recorded by the Senior Accountant as explained in the below example.  

Example: In order to explain the transactions when recording MDLF grants and management 
fees revenues, we assumed that MDLF has signed a grant agreement with donor X of US 
$10,000,000. 

A- On 1/1/2010 MDLF signed a grant agreement with Donor X of U.S. $10,000,000 

MDLF 

(000) 
 Grant Donor X 

(000) 
Account  Date  

Cr. Dr.  Cr. Dr.   

   10,000  10,000  
Dr. Contribution receivable 
  Cr. Temp.  Res Net Assets 
(Contribution)  

01/01/2010  

Explanation: 
To record the value of the grant after signing the grant agreement with the donor on 
01/01/2010 

 

B- On 10/01/2010 MDLF received an amount of $2,000,000 of the Donor X grant. 

MDLF 
(000) 

Grant Donor X 
(000) 

Account Date 

Cr. Dr.  Cr. Dr.   

   2,000 2,000 Dr. Bank 
     Cr. Contributions Receivable 

10/01/2010  

Explanation: 
To record the receipt of 2 M. of the total grant value. 

 

C- On the same date when the 2 million was received (10/1/2010), MDLF transferred 
its share of management fees from the Grant Bank Account to MDLF Bank Current 
Account. Accordingly, this transaction should be recorded on both accounts as 
follows: 

Entry No. 1 

MDLF 
(000) 

 Grant Donor X 
(000) 

Account Date 

Cr. Dr.  Cr. Dr.   

   140  140  Dr. Management Fees Receivable 
(Due from  MDLF) 
    Cr. Bank 

10/01/2010  

Explanation: 
To record the transfer of Mgt Fees from Grant Bank to MDLF bank.  

Entry No. 2 
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MDLF 
(000) 

 Grant Donor 
X 

(000) 

Account  Date  

Cr. Dr.  Cr. Dr.   

140  140     Dr. MDLF Bank  
     Cr. Unearned Revenue (Due to 
Grant) 

10/01/2010  

Explanation: 
To record the receipt of Mgt Fees at MDLF Bank. 

 

D- At the end of the month, MDLF should recognize earned revenue (Management 
fees) in the MDLF side - Supposing that the $2,000,000 is based on an estimate 
provided to Donor X by MDLF of their 6-month need timeline  

MDLF 
(000) 

 Grant Donor X 
(000) 

Account  Date  

Cr. Dr.  Cr. Dr.   

23.33 23.33    Dr. Unearned Revenue (Due to Grant) 
   Cr. Management Fees (Revenues)  

31/01/2010  

Explanation: 
To record the earned Mgt Fees for Month 1. 

 

E- At the end of the Month (31/01/2010), when MDLF recognizes earned revenues 
(Management Fees), it should also record program expenditure on the Grant Side. 

MDLF 
(000) 

 Grant Donor X 
(000) 

Account  Date  

Cr. Dr.  Cr. Dr.   

   23.33 23.33 Dr. Program Expenditure 
  Cr. Management Fees Receivable 
       (Due from MDLF)  

31/01/2010  

Explanation: 
To record the MDLF Earned Management Fees for Month 1. 

 
F- After recording the Program Expenditure, the same amount should be released 
from the Temporarily Restricted Assets to Unrestricted Assets. 

MDLF 
(000) 

 Grant Donor X 
(000) 

Account  Date  

Cr. Dr.  Cr. Dr.   

   23.33 23.33 Dr. Temporarily Restricted Net 
Assets 
     Cr. Unrestricted Assets  

31/01/2010  

Explanation: 
To record the release of the Earned Management Fees amount from restriction. 
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G- On 15/4/2010 when MDLF receive and approve to pay contractors invoices of 1 
Million, it should record Program Expenditure. 

MDLF 
(000) 

 Grant Donor X 
(000) 

Account  Date  

Cr. Dr.  Cr. Dr.   

   1,000 1,000 Dr. Program Expenditures 
     Cr. Payable to Contractors 

15/04/2010  

Explanation: 
To record Program Expenditures. 

 

H- On 15/4/2010 when MDLF recorded Contractors' invoices, it should release the 
amount of 1 million from restriction.  

MDLF 
(000) 

 Grant Donor X 
(000) 

Account  Date  

Cr. Dr.  Cr. Dr.   

   1,000 1,000 Dr. Temporary Restricted Net Assets 
     Cr. Unrestricted Net Assets 

15/04/2010  

Explanation: 
To release the amount from restrictions. 

 

I- On 30/4/2010 MDLF Paid $500,000 to contractors. 

MDLF 
(000) 

 Grant Donor X 
(000) 

Account  Date  

Cr. Dr.  Cr. Dr.   

   500 500 Dr. Payables to Contractors 
     Cr. Bank 

30/04/2010  

Explanation: 
To record payment of payables to contractors. 
 

2. All above journal entries should be reviewed by the Financial Controller and should 
be approved by the Financial and Administrative Manager before being posted. 

3. After being approved and posted, those journal vouchers should be filed in the 
Financial Department files.  
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Compliance with the Grant Agreements:  

The legal agreement between the borrower and each participating donor normally will 
contain various financial covenants. The covenants will include requirements to maintain 
appropriate financial records, documentation, internal controls, and to provide interim 
and audited annual financial reports to donors. The financial procedures in this manual 
facilitate compliance with the covenants. However, other measures and compliance 
controls should be implemented, as follows:  

 

A. Financial Compliance:  

1. The Financial Department is responsible for compliance with the financial 
requirements and reporting requirements of the donors.  

2. The Financial and Administrative Manager is responsible for monitoring grant 
related financial activity by performing the following:  

i. Reviews financial reports and provide general oversight of other grant 
related issues, including the proper budgeting and accounting for grants 
and other responsibilities indicated throughout this policy.  

ii. Approve all direct and indirect payments under the grant. 

iii. Monitor Municipalities in related financial issue.  

 

3. The Financial and Administrative Manager should Identify the agreement terms 
and determine which of those, if not observed cause noncompliance with the 
agreement by performing the following:  

 List all financial standard and programme-specific financial provisions 
contained in the agreements and prepare a summary document that identifies 
each of the specific financial compliance requirements included such as 
budget limitations, allowed expenditures, reporting requirements, allowable 
costs, tax restrictions,  

 Review all payments for compliance with agreement terms and budget and 
reject any payment not considered appropriate,  

 Determine whether the Municipalities’ financial such as cost sharing and 
claims for advances and reimbursement contain proper supporting 
documents.  

 The Financial and Administrative Manager should ensure that all required 
reports are submitted to donors as agreed and on time, and should report on 
grant financial position to the General Director. 

 The Financial and Administrative Manager can delegate part of his duties, but 
not the responsibility of the compliance, to staff under his supervision and this 
should be indicated on the compliance summary sheet.  

B. Technical Compliance:  

1. The Technical Department and the Capacity Building Department are responsible 
for implementing grants activities and for achieving the technical objectives of the 
grants. 

2. General Director of Operations is responsible for following up the grant activities, 
to achieve this, the General Director of Operations  should perform the following: 
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 List all technical standard and programme-specific provisions contained in the 
agreements and prepare a summary document that identifies each of the 
specific compliance requirements included.  

 Review all payments for technical compliance against agreement terms and 
budget. 

 To ensure all reports are submitted to donors as stipulated in the agreement 
and on time. 

 Report on grant activity to the General Director.  

Manage Grants Budgets:  

1. The programme budget should be prepared by the Technical Department as part of 
the annual budget preparation. The Grant Allocation Formula should be taken into 
consideration when preparing the Programme budget. 

2. The General Director of Operations and the Financial and Administrative Manager as 
well as the General Director should review and sign all payments for compliance with 
the donors’ agreement and with the sub-grant agreements.  

Community Contributions/Cost Sharing: 

Cost sharing will be based on the requirements of the primary donor, and can take the 
cash form as follows:  

1. If the share is cash, then the Municipality shall cover the expenditures of the first 
phase of any project from this share.  

2. All cash, from Municipality contribution and related to the project, should be 
deposited in a separate bank account (escrow account), and initial payments to 
contractors should be made from this bank account until its balances becomes zero.  

3. The Municipality may ask the contractor to open a separate bank account; so that it 
can transfer the initial payments from its contribution bank account to the bank 
account based the contractor's progress in the project.  

4. The Financial Department should not release payments from the MDLF before 
obtaining full documentation that the amount was paid from the bank account to the 
contractor by the Municipality.  

5. The Financial and Administrative Manager is responsible to ensure that cost share 
was fully paid before approving any further payment to the municipality.  

6. After submitting adequate supporting documents stating that the Municipality has 
paid its share to contractors, the process of drawdown of funds takes place. The 
documents submitted shall include original invoices submitted by contractors, original 
valid deduction at source certificate, original agreements, original rent contracts, if 
any, original agreements with consultants, if any, and any other supporting 
documents for any amount requested by the Municipality.  

7. Before the closing of the project, the Financial and Administrative Manager should 
ensure that the cost sharing cash contributions were provided according to the terms 
of the agreements and quantify any shortfalls.  

Grant Closeout: 

1. Upon completion of the grant term of each grant award, the Technical Department 
should send a memorandum to the Financial Department to place the fund and/or 
project in a no posting status.  
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2. This memorandum to the Financial Department should identify the name of the grant 
or sub-grant, the project number and describes the final disposition of the funds and 
required activities.  

3. Upon review of the memorandum and satisfaction of any discrepancies, Financial 
Department’s will update the accounting system and confirm grant closeout with the 
Donor. Among other requirements, the Financial Department should communicate 
with the donors any remaining funds or reports that should be submitted.  

4.  The grant closeout memo shall be placed in the grant’s file.  
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Annex:  

 
(Name of Municipality)  

COST-SHARING SCHEDULE  
FROM JANUARY 1, 20XX TO DECEMBER 31, 20XX  

 
 BUDGET ACTUAL SHORTFALL 

CASH     

Grant No. 1     

Grant No. 2     

IN-KIND     

Grant No. 1     

Grant No. 2     

TOTAL     
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Process Maps: 
Drawdown from the Donor to MDLF 

General Director 

ensures agreement 

was delivered to 

Financial Department

Agreement signed 

with donor

MDLF opens 

special bank 

account for grant

Cash Handling – 

Opening Bank 

account Process

Financial and Admin 

Manager ensures 

compliance with 

donor requirements

In compliance?

YES

NO

Financial and Admin 

Manager follows up on 

completion of 

requirements as needed
Financial and 

Administrative 

Manager sends 

related documents 

to donor

Financial and 

Administrative 

Manager prepares 

request for 

disbursement
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Approved work 

plan

General Director of 

Operation reviews 

request

Approved?

YES
General Director 

reviews request

NO

Approved?

YES

NO

Financial and 

Admin Manager 
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donor

Financial 

Department 

reports to donors 

through the 

General Director

Financial 

Department 

receives grant and 

records receipt

Cash handling – 

Cash receipts 

process

Drawdown from 

MDLF to 

Municipality 

process
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Drawdown from the MDLF to the Municipality 

 

Drawdown from 

the Donor to 

MDLF Process

Municipality 

disbursement 

requests

Technical 

Department 

receives requests

Technical 

Department 

evaluates requests

Approved 

criteria

Director of 

Operations and 

General Director 

review requests

Approved?

NO

YES

Financial 

Department ensures 

Municipality opens 

special bank 

account

Special bank 

account exists?

NO

YES

Financial 

Department 

initiates payment

Cash Handling – 

Program 

expenditures 

process

Reporting 

process

Financial 

Department 

obtains supporting 

documents and 

monthly 
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YES
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Management Fees 
 

Financial 

Department 

records fees using 
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System entry

Financial 

Department 

receives deposit of 
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Financial and 
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Manage Grants Budgets 

 

Technical 

Department 

prepares program 

budget

Grant 
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Program budget

Financial and Admin 
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payment

Approved?

NO
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The purpose of this section is to set policies and procedures for the MDLF’s cash and 
bank accounts. These policies and procedures aim at ensuring that cash and bank 
transactions are based on proper authorization, as that they are properly controlled and 
monitored, and that they are properly classified in the accounting records. 

I. Opening and Authorization of New Bank 
Accounts  

Purpose 

To document proper procedures for opening new bank accounts. 

Policy 

6. A separate designated bank account should be opened for each grant/donation, and 
all donor related revenues should be deposited and operating expenditures should 
be paid from this account, unless otherwise agreed with donors.  

7. Accounts are only held with approved banks; all bank accounts should be approved 
by the Ministry of Finance and accounted for under the Single Treasury Account.    

8. The account should be set up in such manner as prescribed by the grant agreement. 
For instance, accounts should be maintained in the Currencies specified by each 
Donor. 

9. Other separate from donors’ bank accounts should be opened for the MDLF 
operating expenditures.  

10. Opening a new bank account must be justified and recommended by the Financial 
and Administrative Manager and approved by the General Director and in certain 
cases by the Board of Directors. 

11. The Financial and Administrative Manager is responsible for cash management and 
proper maintenance of bank accounts. 

12. Using or opening new overdraft bank accounts should be approved by the Board of 
Directors in advance.  

Procedures  

1. Upon signing new grant agreement with any donor, the Financial and Administrative 
Manager should prepare and sign request for opening new bank account specifying 
the following: 

i. Agreement, donor and purpose. 

ii. The details of the new bank account, which should be based on donors’ 
requirements such as currency, name, and type of account.   

2. The request letter should be approved by the General Director and sent to the 
Chairman of MDLF Board of Directors for approval and further arrangement with the 
Ministry of Finance. 

3. Upon receiving the Ministry of Finance approval to open the bank account, the Senior 
Accountant should arrange with the specified bank to open the new account and 
should complete bank forms, provide check signing cards and other authorization 
and validation information. 
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4. The Senior Accountant should open a new general ledger account on the accounting 
system immediately after the opening the account by the bank.  

5. The Senior Accountant should notify the Financial and Administrative Manager, who 
becomes responsible to notify other stakeholders such as the General Director, the 
Donor, and Departments.  

6. Copies of all forms and letters should be maintained in a separate file in the Financial 
Department. 
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II. Closing Bank Accounts 

Purpose 

To document proper procedures for closing bank accounts. 

Policy 

1. The opening or closing of a bank account is properly authorized. 

2. A bank account that is inactive or has a zero balance for more than six months 
should be closed, unless there is a justification to keep it open. 

3. The closing of a bank account is to be recommended by the Financial and 
Administrative Manager and approved by the General Director. 

4. Unused checks related to the closed bank account should be returned to the bank 
upon closure of the account.  

Procedures  

1. All bank accounts should be reviewed by the Financial and Administrative Manager 
on a monthly basis to determine that a business reason still exists for the 
continuation of an account.  If it is determined that no reason exists for keeping an 
account open, then the account should be closed. 

2. Before starting the closing process, the following should be performed:  

 The Senior Accountant should prepare a bank reconciliation for that account 
to determine outstanding checks and arrange payments,  

 The Senior Accountant should invalidate all unused checks and handle them 
to the Financial Controller, 

 The Financial Controller should ensure that all unused checks were 
accounted for using the serial numbers of used, voided and remaining checks 
handled to him by the Senior Accountant, and submit them to the Financial 
and Administrative Manager,  

 The Financial and Administrative Manager should return the checks to the 
bank. 

3. The Financial and Administrative Manager should prepare a written request/bank 
account closing letter and send it to the General Director for approval. The following 
must be included in the request: 

 Bank name, address, bank contact and phone number. 

 Bank account number. 

 Disposition of closing bank balance and statement. 

 Approval by the proper personnel or donor, if needed. 

4. The request letter should be approved by the General Director, and submitted to the 
Chairman of MDLF Board of Directors for approval and further arrangement with the 
Ministry of Finance. 

5. Upon receipt of the properly authorized request, the Financial and Administrative 
Manager if requested, should notify and arrange with the bank where any remaining 
bank balance is to be transferred.  
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6. Once the account has been closed, the Financial and Administrative Manager should 
notify the Senior Accountant to deactivate the account in the general ledger. 

7. A copy of such letter must be kept in a separate file in the Financial Department. 
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III. Check Issuance, Wire Transfers, and Cash   
Disbursements 

Purpose 

To provide guidelines for the request of a manual check, 

Policy 

1. All manual checks must be requested and properly authorized on a Payment 
Request supported by original documentation and signed by authorized personnel. 

2. All disbursements and payments above USD $100 (or equivalent in other currencies) 
should be paid by checks or wire transfer. 

3. Checks should not be payable to the bearer nor signed blank and all checks should 
be stamped by "first beneficiary only".  

4. The MDLF should use duplicated checkbooks that include original check and a copy 
containing payment voucher. 

5. Original signatures must be evidenced on the check request. Failure to do so will 
result in the check request being returned to the requestor for correction.  

6. Invoices cannot be subdivided and attached to separate check requests, unless 
approved by the Financial and Administrative Manager, in writing.  

7. All check requests must be approved in conformance with the then current signature 
authorization matrix.   

8. The approver on a check request should not be the payee of the check request; next 
level authorization needs to be obtained. 

9. All employee reimbursements of that nature should be processed through the 
Employee Expense Reimbursement Process (see Travel Policies).  

10. Failure to include this basic information on the original invoice will result in non-
payment and the return of the invoice to the vendor. 

11. MDLF should make direct payment to suppliers and contractors on behalf of 
Municipalities. 

12. Disbursement should be based on the approved budgets, 

Procedures  

Operating Expenditures:  

1. The Administrative Department provides the Financial Department with all supporting 
documents to process the payment,  

2. Original documentation must be firmly attached to the original check request include, 
but not limited for, the following: 

 Original Official vendor invoice,  

  Receiving Report ,  

 Deduction at Source,  
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 Contract, when applicable,  

3. Accountant should do the following: 

a. prepare the Payment Order upon the receipt of all supporting documents, and 
should record the following entry: 

 

 

 

b. Prepare the checks or wire transfer and verify the accuracy and completion of 
the voucher and send it to the authorized signatories for signatures,  

4. The Senior Accountant should verify the documents and post the entry before 
sending the voucher and the supporting documents to the Financial Controller,  

5. The Financial Controller should verify the approved Payment Order and review the 
supporting document, and send it to the Financial and Administrative Manager for 
further processing,  

6. The Financial and Administrative Manager should verify the documents and forward 
them for review by the General Director of Operations, and approval by the General 
Director,  

7. The General Director review the original supporting documents of the payment, sign 
the check, and send it for further authorizations (second signatory),  

8. Upon receiving the signed checks/wire transfer, the Accountant records the payment 
in the cash disbursement journal,  

 

 

 

 

9. The Senior Accountant should review payment and the accuracy of the accounting 
record, and post the disbursement journal to the General Ledger.  

10. The entry should be reviewed by the Financial Controller and approved by the 
Financial and Administrative Manager,  

11. The Secretary hands the checks to the vendors, the vendors are requested to sign 
payment vouchers, 

12. All supporting document should be invalidated and filed in the Financial Department,  

13. A check control log (“check register”) must be established and maintained through 
the accounting software to follow-up on outstanding checks. The control log should 
contain:  

o Sequence of checks issued, 
o Name of the beneficiary, 
o Check date, 
o Clearance date of the return and/ or avoidance date. 

14. The check register must be approved by the Financial and Administrative Manager 
on quarterly basis. 

 

 

Expenditures, assets   XXXX 

Accounts Payable   XXXX 
 

Account Payable XXX 

    Cash-Banks XXXX 
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Programme Expenditures:  

1. The MDLF applies the Grant Allocation Formula to determine the financial allocations 
of each Municipality. 

2. Municipalities are responsible for consulting with their communities to establish a 
priority list of sub-projects that fit the eligibility criteria and submitting an application 
form for appraisal by the MDLF.  

3. The applications are reviewed by area engineers, with inputs from their supervisors 
(including field appraisals as required), and their Manager to ensure appropriate 
documentation/verification.  

4. A technical committee headed by the Director of Operations, does a final review to 
check for compliance with the MDLF’s guidelines and provides its recommendation 
which is then communicated to Municipalities by the General Director. 

5. The Technical Department should send a copy of signed Grant Implementation 
Agreement ("GIA") with the Municipality to the Financial Department. 

6. The Municipalities sends the invoices related to the project with all related documents 
to the Technical Department in the MDLF. 

7. Municipalities shall use the form provided by the MDLF to request replenishment, in 
case of advanced payments. 

8. The Technical Department reviews the invoices and the related documents; checks 
whether each invoice matches with the tender and the agreement between the 
contractor and the Municipality, checks the technical specification, checks whether 
the invoice meets the budget lines described in the agreement between the MDLF 
and the Municipality. 

9. The Manger of Technical Department signs the invoice and indicates the budget 
line/lines to be used by the Financial Department.  

10. All documents shall be transferred to the Accounting and Financial Department in 
order to offset the down /advance payments or to make a new payment as described 
in the agreement between the LGU and the MDLF. (In the case of the final payment 
of the project, the manager of Technical Department shall indicate such on at the 
invoice; the final payment should be made only after receiving all the documents 
needed from the Municipality related to the project). 

11. The Accountant in the Financial Department should perform the following tasks:  

i. Review the Payment Request. 

ii. Compare the Payment Request to the budget. 

iii. Prepare Payment Order. 

iv. Record the payment in the accounting system. 

 

 

 

v. Print the Journal voucher and sign as preparer. 

vi. Prepare wire transfer or check and deliver the payment with 
supporting documents to the Senior Accountant.  

12. The Senior Accountant should verify the documents and forward them to the 
Financial Controller for review and approval.  

Expenses, assets   XXXX 

Accounts Payable   XXXX 
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13. The Financial Controller should verify the approved Payment Order and review the 
supporting document, and submit it to the Financial and Administrative Manager for 
further processing.  

14. The Financial and Administrative Manager should verify the documents and forward 
them for review by the General Director of Operations, and approval by the General 
Director. 

15. The General Director reviews the original supporting documents of the payment, 
signs the check, and sends it for further authorizations (authorized signatories), 

16. Upon receiving the signed checks/wire transfer, the Accountant records the payment 
in the cash disbursement journal. 

 

 

 

17. The Senior Accountant should review the payment and the accuracy of the 
accounting record, and post the disbursement journal to the General Ledger.  

18. The entry should be reviewed by the Financial Controller and approved by the 
Financial and Administrative Manager.  

19. The Secretary hands the checks to the vendors, the vendors are requested to sign 
payment vouchers. 

20. All supporting document should be invalidated and filed in the Financial Department,  

21. The Financial and Administrative Manager should notify the Municipality of the 
payment.  

Direct Payments by Donors: 

1. The MDLF applies the Grant Allocation Formula to determine the financial allocations 
of each Municipality. 

2. Municipalities are responsible for consulting with their communities to establish a 
priority list of sub-projects that fit the eligibility criteria and submitting an application 
form for appraisal by the MDLF.  

3. The applications are reviewed by area engineers, with inputs from their supervisors 
(including field appraisals as required), and their Manager to ensure appropriate 
documentation/verification.  

4. A technical committee headed by the Director of Operations, performs a final review 
to check for compliance with the MDLF’s guidelines and provides its recommendation 
which is then communicated to Municipalities by the General Director. 

5. The Technical Department should send a copy of signed GIA with the Municipality to 
the Financial Department. 

6. When a payment is due to the contractor, the Municipality prepares a replenishment 
request and sends the request, attached with the contractor's invoices related to the 
project with all related documents, to the Technical Department in the MDLF. 
(Municipalities shall use the form provided by the MDLF to request replenishment). 

7. The Technical Department reviews the request and the attached invoices and related 
documents; checks whether each invoice matches with the tender and the 
agreement between the contractor and the Municipality, checks the technical 
specification, checks whether the invoice meets the budget lines described in the 
agreement between the MDLF and the Municipality. 

Account Payable XXX 

    Cash-Banks XXXX 
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8. The Technical Department may conduct a site visit to make sure the work has been 
performed by the contractor, as indicated by the Municipality. 

9. The Manger of Technical Department, after reviewing the documents, should sign the 
invoices and indicates the budget line/lines to be used by the Financial Department.  

10. The Manager of Technical Department should verify the payment request from 
technical and budget aspects, and should determine if this payment should be paid 
directly by the donor or if it can be processed through the MDLF. The Technical 
Department should approve the payment and send it to the Financial Department,  

11. All documents shall be transferred to the Financial Department in order to offset the 
down /advance payments or to make a new payment as described in the agreement 
between the LGU and the MDLF. (In the case of the final payment of the project, the 
manger of Technical Department shall indicate such on at the invoice; the final 
payment should be made only after receiving all the documents needed from the 
Municipality related to the project). 

12. Accountant in the Financial Department should perform the following tasks:  

a. Review the Payment Request, 

b. Compare the Payment Request to the budget, 

c. Prepare Payment Order, 

d. Record the necessary entries, as follows: 

 

 

 

 

 

 

 

 

 

 

e. Print the Journal voucher and sign as preparer, 

f. Accountant should prepare wire transfer or check and deliver the 
payment with supporting documents to the Senior Accountant,  

13. The Senior Accountant should verify the documents and forward them to the 
Financial Controller for review and approval,  

14. The Financial Controller should verify the approved Payment Order and review the 
supporting documents, and send it to the Financial and Administrative Manager for 
further processing,  

15. The Financial and Administrative Manager should verify the documents and forward 
them for review by the General Director of Operations, and approval by the General 
Director,  

                 Dr. Accounts Receivable (Intermediary Account) XXXX 

                                                                   Cr. Net Assets   XXXX 

This entry represents the recording of the donation, after signing the grant agreement 
with the donor. As shown in the entry, the intermediary account is created for the 
purpose of recording the donation. 

                              Dr. Expense XXXX 

                                 Cr. Accounts Payable - Contractor   XXXX 

This entry represents the recording of the invoices received from the Municipality and 
reviewed and approved by the Technical Department 
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16. The General Director review the original supporting documents of the payment, and 
send it to the Ministry of Finance to request the donor to pay directly to the 
contractor,   

17. Upon payment to the contractor, the Accountant records the following entries for total 
amount paid by the donor, 

 

 

 

 

 

 

 

 

 

 

 

 

18. The Senior Accountant should review the payment and the accuracy of the 
accounting record, and post the disbursement journal to the General Ledger.  

19. The journal vouchers should be reviewed by the Financial Controller and approved 
by the Financial and Administrative Manager,  

20. All supporting documents should be invalidated and filed in the Financial Department,  

21. The Municipality should be notified of the payment.  

  

Special arrangement for enhancing and supporting the Solid Waste service 
Level in Gaza city – Disbursement Procedures: 

 The Municipalities provide the MDLF supporting documents which 
include the list of workers name, identity number work sheet signed    
by the supervisor (municipality) and the number of working days. 

 The MDLF then make the transfer to bank namely by each workers. 

 The Bank provides the MDLF with receipt for each worker signed/ finger 
print. 

 

                                     Dr. Bank Direct Payment (intermediary Account) XXXX 

                               Cr. Accounts Receivable XXXX 

This entry represents the offsetting of the intermediary accounts that were created to 
record the donation and the direct payment made by the donor to the contractor. 
 

                                     Dr. Account Payable - Contractor XXXX 

                               Cr. Bank Direct Payment (Intermediary Account)  XXXX 

This entry represents the recording of the direct payment made by the donor to the 
contractor. As shown in the entry, an intermediary account is created for the purpose 
of recording the direct payment. 
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Check Stop Order 

Purpose 

To document proper procedures for stopping checks. 

Policy 

1. Check stop order should be issued to the bank upon receiving a written request from 
the beneficiary claiming loss or error in the issued check(s). 

2. For voided checks that have been distributed, a Stop Payment Order must be 
requested.   

3. The Accountant should remove from the outstanding check list those checks for 
which a stop payment confirmation notice has been received. 

4. A new check shall be issued after receiving a confirmation from the bank that the 
check is stopped. 

5. All Stop Orders need to be in compliance with the local laws and regulations. 

Procedures  

1. The Senior Accountant should be responsible for stop orders based on valid 
cases. 

2. All Stop Orders must be approved by the Financial and Administrative Manager. 

3. Financial and Admin Manager sends it to General Director. 

4. General Director Approves stop order. 

5. Financial Department sends order to bank. 
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IV. Authorized Bank Signatories 

Purpose 

To document check signing authority. 

Policy 

1. All authorized signatories with their authorized limits must be approved by the Board 
of Directors. 

2. Any change to check signing authority must be authorized by the Board of Directors. 

3. The General Director must promptly notify the bank of any changes in authorized 
signatories or their authorization limits. 

4. A minimum of two signatories are required for each bank transaction, one from 
signatories  (A) and one from signatory (B) 

Procedures  

Programme  and Operating Payments:  

The following individuals are the authorized signatories for all the programme related 
bank accounts and the related transactions:  

 MDLF’s Financial and Administrative Manager, signatory (B)   

 . 

 MDLF’s General Director, signatory (B) 

 MDLF’s Chairman of BOD  signatory (A)  
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V. Cash Receipts  

Purpose 

To maintain internal controls over cash receipts received.  

Policy 

1. Receipt voucher should acknowledge all cash receipts. 

2. Receipts vouchers should be serially pre-numbered and should be prepared only 
from the accounting software. 

3. The original copy of the receipt voucher should be provided to the payer. 

4. As soon as cash and checks are received, they must be restrictively endorsed for 
deposit to related bank account.  

5. The cash and checks must be deposited into the bank within 24 hours of receipt.  

6. The payer name and code number (as per accounting records) should be stated on 
the receipt voucher. 

7. The Financial and Administrative Manager should match the deposit slip with the 
receipt voucher to ensure the total checks collected were deposited subsequently in 
the bank. 

8. The Financial and Administrative Manager should ensure that there is no gap in the 
serial number of the receipt vouchers. 

Procedures  

Receipt of Wire Transfers 

1. The Senior Accountant should review the bank statements on a daily basis to 
determine any receipts.  

2. The Accountant should record the completed Cash Receipt Slip with all backup into 
the accounting system as follows: 

 

 

 

3. For receipts with differences between the payment and the grant agreement: 

a. If the amount is a partial payment apply the amount received. 

b. If the difference in payment is not explained in correspondence from the donor, 
apply the receipt to accounts receivable and contact donor to determine if the 
remaining balance is to be collected. 

c. If there is correspondence with the donor indicating an amount in dispute, 
discuss the application of the receivable with the Accounting Manager. 

4. The Senior Accountant reviews and signs the journal voucher, and forwards it to the 
Financial Controller,  

5. The Financial Controller reviews and approves the Journal voucher and supporting 
documents, and submits it to the Financial and Administrative Manager, 

                                Cash (Bank –Account)   XXXXX 

                  Accounts Receivable (Name-Account)   XXXXX 
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6. Upon the Financial and Administrative Manager approval, the Senior Accountant 
posts the journal voucher to the general ledger,  

7. The Senior Accountant should send receipt voucher to the donor/payer,  

8. The Accountant should file the Cash Receipt Slips and other supporting documents 
in the accounting files in order,  

Receipt of Checks 

1. The Finance Secretary opens all checks and perform the following: 

 Logs them into the cash receipt log indicating the date, payee, check number, 
company applies to, and amount. 

 Separate all checks by their respective payer, and deliver to the designated 
Accountant. 

2. The designated accountant should perform the following: 

 Make copies of all checks received and fill out a deposit slip for each batch. 

 Make a copy of the deposit slip, and send the deposit slip with the checks to 
the bank to be deposited. 

3. The Accountant deposits the receipts to the bank daily, and returns the deposit slip to 
the Senior Accountant 

4. The Accountant completes the Cash Receipt Slip form, indicating donor agreement 
number, check number, amount, deposit date, bank name and accounting code. 

5. The Accountant records the cash receipt to the proper accounts and properly relieve 
accounts receivable, if necessary. 

6. The Accountant should attach the original bank deposit verification, the copy of the 
deposit slip, the copy of the check and any other information received with the 
checks to the Cash Receipt Slip, and deliver the documents to the Senior 
Accountant, 

7. The Senior Accountant reviews and signs the journal voucher, and forwards it to the 
Financial and Administrative Manager 

8. The Financial and Administrative Manager reviews and approves the Journal 
voucher and forwards it to the Financial Controller,  

9. The Financial Controller should perform the following: 

ii. Compare the cash receipt log with the bank deposit,  

iii. Review and approve the Journal voucher and supporting documents, and 
return it to the Senior Accountant, 

10. Upon the Financial Controller approval, the Senior Accountant posts the journal 
voucher to the general ledger,  

11. The Senior Accountant should send receipt voucher to the donor/payer,  

12. The Accountant files the Cash Receipt Slips and other supporting documents in the 
accounting files. 
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VI. Bank Reconciliations 

Purpose 

To properly perform the monthly bank reconciliation,  

Policy 

1. Bank reconciliation must be prepared on a monthly basis for all bank accounts even 
if the balance per books agrees with the balance per bank statement. 

2. The bank reconciliation should be prepared by the Accountant using the standard 
bank reconciliation statement.  

3. This standard form provides the following benefits: 

 Assurance that all necessary information is included on each reconciliation 
(the reconciler name and signature, date of preparing, bank name and 
account’s number, the original bank statement attached, numbers and dates 
of related documents, balances, and financial manger approval and 
signature), 

 Documentation of relevant supervisor approval. 

4. The reconciliation should be prepared in the original currency of the account. 

5. The reconciliation should be prepared and approved within four days from the end of 
the month.  

6. Reconciling items (i.e., outstanding checks and deposits in transit) should be clearly 
identified. Items outstanding for a long time should be investigated, and necessary 
action should be taken. 

7. The Accountant should prepare a voucher for any unrecorded items identified in the 
bank reconciliation statement such as cash transfers, bank charges and errors in 
recording. 

8. Checks outstanding in the reconciliation for more than six months should be 
cancelled and investigated. The Accountant should prepare a journal voucher to 
revert checks back to cash at bank account. 

9. At the end of the year, a review should be made of the checks that were cancelled 
and reverted back to the cash at bank. These should be taken to a liability account 
upon the recommendation of the Senior Accountant and approval of the Financial 
and Administrative Manager. 

Procedures  

1. The Accountant should perform the following procedures:  

 Obtain original copy from of the bank statement for the period under 
reconciliation. 

 From the bank statement for the month under reconciliation, obtain the cash 
balance as of the end of the month. 

 Add to the bank balance the amount of deposits-in-transit as of the end of the 
month. 



Cash Handling  
 

 

 

 

49 

 

pwc 

 Subtract from the bank balance the total of outstanding checks as of the end 
of the month. 

 When all reconciling items have been identified, either add or subtract the 
reconciling items from the bank balance as necessary to arrive at the 
adjusted book balance. 

 From the prior month’s bank reconciliation obtain the balance forward - 
general ledger. 

 Agree this amount to the beginning of month General Ledger to ensure there 
have been no prior period adjustments. 

 Roll forward the General Ledger to account for all cash receipts, transfers, 
loan payments, bank charges and other activities. 

 Agree the ending book balance per spreadsheet to the General Ledger and to 
the adjusted bank balance. 

 If ending book balance per the spreadsheet does not agree to the General 
Ledger, review all items on the General Ledger to ensure they are recorded 
on the spreadsheet. 

 If ending book balance does not agree with bank balance, review all items on 
the bank statement to ensure that all items recorded by the bank are posted 
to the General Ledger or are listed as reconciling items. 

 Research all non-reconciled differences until found or until passed by the 
Accounting Manager. 

 Prepare any journal entries as necessary. 

 When reconciled, give bank reconciliation and supporting documentation (i.e. 
outstanding check list, detail of deposits in transit, copy of bank statement, 
journal entries) to the Senior Accountant for approval. 

2. The Senior Accountant should review and approve the bank reconciliation, and 
deliver it for further approval,  

3. The bank reconciliation should be reviewed and approved by the Financial and 
Administrative Manager. 

4. The Accountant should file approved reconciliation and supporting documentation 
with the monthly closing file. 

5. The Accountant should file the original bank statement by bank. 
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VII. Voided Checks 

Purpose 

To properly support, deface, retain and record manual checks that are to be voided. 

Policy 

1. A voided check is a check spoiled in the process of preparation, before it is recorded 
monetarily in the accounting records. 

2. A canceled check is a check recorded monetarily in the accounting records and is not 
paid by the bank. 

3. Voided or canceled checks must be thoroughly defaced by prominently imprinting the 
word “VOID” or “CANCELED” with a rubber stamp across the payee’s area name. 

4. Both voided and canceled checks must be retained for the same retention period of 
the accounting records.   

5. The check numbers of all voided or canceled checks and the date of action must be 
reported in writing to the financial manager for entry in the control record under the 
heading “VOID/CANCELED”. 

Procedures  

1. Vided check should be defaced by the Accountant by writing/stamping the word 
“VOID” on the face of the check. 

2. If the void occurs within the same month as the date the check was written, the void 
should be entered by the Accountant as a cancellation on the system and reviewed 
and posted by Senior Accountant after obtaining the Financial and Administrative 
Manager and the Financial Controller approvals, the system will correct the accounts 
payable register automatically by posting the reversal of the check to the appropriate 
vendor. 

3. All checks that are voided after the month the check was written, and are valid 
payables, must be reissued immediately. The Accountant should prepare new 
payment request form with the General Ledger, coding indicating the cash account 
as the credit and accounts payable as the debit and should process the payment 
request using the disbursement procedures. The old check is voided in the 
outstanding check module and via journal entry as a debit to cash and credit to 
accounts payable.  Therefore there is no financial statement impact. 

4. The original payment request number must be indicated on the reissued payment 
request form. 

5. The original payment request must be marked “VOID”, but filed as usual with other 
payment requests in order to maintain the audit trail. 

6. The actual voided checks should be kept in a file for the period specified above, all 
voided checks need to be kept together in one file. 

7. At the end of the month all the voided checks in the file for that month should be 
given to the Accountant for use in reconciling the bank statement. 

8. When the bank reconciliation is finished with the voided checks, they should be filed 
in the box of canceled checks returned from the bank for that same month.  This is 
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done to keep all checks that have been used together so that they can be easily 
accounted for. 

9. The Senior Accountant should account for the serial numbers of the checks, used 
checks, voided checks, and remaining serial numbers.  
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VIII. Request of Check Booklets 

Purpose 

Provide security over blank checks. 

Policy 

1. All orders of new checks must be ordered sequentially with no gaps in the check 
number sequences. 

2. Blank checks should be safeguarded by the check preparer, and should be secured 
in locked cabinets or drawers. 

3. Paid checks retained with the bank statements must be kept, along with any voided 
and canceled checks, in locked storage for the same retention period for keeping the 
accounting records. 

4. Access to blank checks should be limited to the Accountant and the Financial and 
Administrative Manager or his designated alternate. 

Procedures  

1. In case of check book shortage, the Accountant should notify the Senior Accountant, 

2. The Senior Accountant should prepare request for new check book, and forward it to 
the Financial and Administrative Manager, 

3. Upon receipt of a new order of checks, for each box, Financial and Administrative 
Manager should verify: 

a. Company name and address. 

b. Bank account number. 

c. Accuracy of check sequencing. 

 



Cash Handling  
 

 

 

 

53 

 

pwc 

IX. Initiated Wire Transfers Out 

Purpose 

To properly record wire transfers.   
Note:  Wire transfers may be subject to regulatory requirements such as anti-money 
laundering requirements from Palestine Monetary Authority.  These requirements may be 
industry specific and should be investigated by Accounting, Compliance, and Audit 
Management. 

Policy 

All wire transfers must be requested and properly authorized on a payment request 
supported by original documentation and signed by authorized personnel. 

Procedures  

1. The Accountant should complete the wire transfer request form (authorization to the 
bank), and the payment request form indicating the necessary information. 

2. The Senior Accountant approves the transfer by initialing the payment request and 
signing the wire transfer request. 

3. The Senior Accountant approves the transfer by initialing the payment request (for 
operating expenditures) and/or signing the wire transfer request (for programme) and 
sends it for further approvals by authorized signatories.   

4. After being approved, the Accountant should not fax the wire transfer request to the 
bank. However, the original wire transfer letter should be submitted to the bank and 
the Senior Accountant should call and confirm the information with the bank. 

5. The Accountant should input the information into the computer and Senior 
Accountant should post the transaction on the day it occurs. 

6. All transfers must be reviewed by the Financial Controller and the Financial and 
Administrative Manager.  

7. The Accountant should file the payment request forms.  
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X. Outstanding Checks 

Purpose 

To properly compile the outstanding check list at the end of each month for use in 
properly reconciling the bank statement. 

Policy 

All outstanding checks should be accounted for.  

Procedures  

The Accountant should perform the following procedures:  

1. Download from accounts payable all checks issued during the month into a 
spreadsheet. This spreadsheet should also contain the prior months outstanding 
check list.   

2. Ensure that all checks are accounted for by making sure there are no breaks in 
the numerical sequence of the checks.  Start with the last check written in the 
previous month and end by verifying that the number of the last check used is the 
one just before the next check number in the blank check stock. 

3. If a check in the sequence is missing, research what happened to the check to 
determine what its status is and whether it will impact the outstanding check list. 

4. Obtain the bank statement showing all checks that cleared the bank during the 
month. 

5. Compare the bank statement to the list prepared above (all previous outstanding 
checks and checks written during the month) and remove from this list all checks 
that cleared the bank. 

6. To remove voided checks from the outstanding check list, obtain the voided 
check file.  Only remove from the outstanding check list those checks in the file 
that are mutilated originals of the checks to be removed.  The voided check 
should be entered through the accounts payable system not by journal entry. 

7. For voided checks that have been distributed, a Stop Payment Order must be 
requested.  Only remove from the outstanding check list those checks for which a 
stop payment confirmation notice has been received. 

8. Every month, stale checks (checks greater than six months old; some checks 
have a 90 day negotiable expiration) must be removed from the outstanding 
check list, if applicable, and reversed using the original general ledger account, 
by posting the following journal entry: 

 
 
 
 

9. Once all items have been removed (i.e. checks clearing the bank, being voided, 
having stop payments issued against them or being reclassified to the stale check 
liability account), the remaining list becomes the new outstanding check list for 
the month.  The dollar amount is totaled and that total is the amount to be used in 
the bank reconciliation. 

                             Cash$ (stale checks)         XXXXXX 
                                     Expense$ (stale checks)  XXXXXX 



Cash Handling  
 

 

 

 

55 

 

pwc 

10. Print the outstanding check list and file with the bank reconciliation. 

11. These steps should be performed every month as of the end of each month as 
soon as the bank statement is received from the bank. 

12. In order for a voided check to be removed from the outstanding check list, the 
mutilated negotiable original must be retained or, if the check has already been 
distributed, a verification of the stop payment made on the check must be 
obtained from the bank prior to the removal of the voided check from the 
outstanding check list. 
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XI. Petty Cash 

Purpose 

Petty cash funds allow cash to be made available to departments and activities to 
facilitate cash payment for minor expenditures while maintaining proper control.  

Policy 

1. One fund in the West Bank and another in Gaza should be set up in the amount of 
$1000 and $ 2,000, respectively, for authorized out-of-pocket expenses and minor 
business expenditures.  Permits and fees less than $100 and miscellaneous office 
expenditures less than $100 (e.g. postage stamps) can be paid through Petty Cash. 

2. For reimbursement, receipts and proper documentation, including the Petty Cash 
Reimbursement Form, should be coded and sent to Accountants when the fund 
balance reaches $ 300.   

3. The petty cash fund should be in the custody of an employee who has no role in 
approving payments or book keeping; the custodian should not have access to the 
accounting records. 

4. Payments from petty cash should be made against vendor invoices or a written 
approval from the Administrative and Financial Manager; those invoices and/or 
approvals should be maintained with the petty cash custodian. 

5. At any time, the sum of petty cash on hand plus the total amounts of paid invoices 
should always equal to the fund main balance ($ 1,000 in West Bank and $ 2,000 in 
Gaza). 

6. The petty cash fund should be subject to a monthly review and reconciliation by an 
accountant not responsible for petty cash custody. 

7. Any loss arising from negligence or theft must be immediately reported to the 
Financial and Administrative Manager and the Financial and Administrative Manager 
shall report to the General Director. 

8. When custody of the petty cash fund is transferred to anther custodian, the existing 
fund should be closed and a new check requested for payment to the new custodian. 

9. The petty cash is to be held in a locked cash box and stored in a secured drawer, 
cabinet, cupboard or safe during the day and overnight. Moneys should not be left 
unsecured or unattended at any time. 

10. Only the custodian or delegated staff should have access to funds and security keys. 
It is preferable that one person controls the key. 

11. Petty cash receipts, vouchers and other supporting documents are to be obtained, 
approved by the Financial and Administrative Manager and attached to the petty 
cash form. The petty cash form should be kept up-to-date at all times. 

12. Private moneys are to be kept separate from official moneys. Private moneys should 
not be held in the petty cash tin 
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Procedures  

Disbursements from Petty Cash 
1. The specified custodian of petty cash should obtain supporting documents such as 

invoices to support payments from petty cash.  

2. Prior to the disbursement of any fund, a petty cash payment voucher should be 
prepared by the fund custodian and approved by the Financial and Administrative 
Manager. 

3. Expenditures paid from the petty cash fund can only be made for the purpose for 
which the fund was authorized (see policy above) and must be supported by receipts 
which should contain the following information:  

 Date of purchase or payment, 

 Name of vendor or other payee, 

 Positive evidence that a payment was made, i.e., a cash register receipt or a 
hand written receipt on which the word “PAID” appears, 

 Amount paid, 

 Description of the goods purchased (entered by the vendor if a hand written 
receipt is obtained, or the by the purchaser if a cash register tape is issued, 

 Signature indicated receipt of purchases or services. 

4. The petty cash custodian should maintain a petty cash book (separated from the 
accounting software) to document all petty cash transactions and a petty cash 
expenditures ledger accounts, according to the classification of expenditures in the 
chart of accounts. 

Replenishment 
1. When the cash on hand reached to $ 300, the petty cash fund should be replenished 

in order to bring the balance up to $ 1000 in the West Bank and to $ 2,000 in Gaza. 
The amount replenished should equal the sum of all disbursements since the 
previous replenishment. Any difference should be promptly reconciled and cleared. 

2. The petty cash custodian should prepare a report showing the details and total of all 
paid payment vouchers, and the balance requested  for reimbursement, 

3. The custodian should submit the report with all supporting documents to the 
Accountant, 

4. Accountant should review and record the request in the accounting system, and 
submits the documents with the journal voucher to the Senior Accountant,  

 

 

 

5. The Senior Accountant should review and approve the request, and submit it to 
Accountant for check preparation,  

6. Accountant should prepare the check and send it for further approvals by authorized 
signatories,  

7. The petty cash replenishment check should be payable to the petty cash custodian 
after the approval of the Financial and Administrative Manager and the General 
Director. 

                            Expenses (by type and function)   XXXX  

                              Petty Cash        XXXXX  
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8. the Accountant should record the following entry upon handing the check to the 
custodian, 

 

 

 

9. Petty cash transactions are not posted until the fund is reimbursed, thus the Senior 
Accountant should post the reimbursement and the disbursement transaction on the 
same time,  

10. Any shortage or surplus in the fund should be investigated.  

11. Surprise cash counts by the Internal Auditor/Financial Controller should be performed 
at least once a month. 

12. A proper documentation should be made for the surprise cash counts, this document 
should be signed by the custodian and the Internal Auditor and approved by the 
Financial and Administrative Manager. 

 

Monthly Reconciliation of Petty Cash 

1. The Accountant, at the end of each month, should review the amounts available in 
the petty cash fund. 

2. The Accountant should perform a physical count of the available cash in the fund and 
the total cash to the total amount of invoices and should prepare a reconciliation 
form. 

3. The Accountant should sign the reconciliation form and submit it to the Senior 
Accountant for review and approval. 

4. If there are any shortages (losses), arising from negligence or theft, the Senior 
Accountant must immediately report the case to the Financial and Administrative in 
order to take proper actions.  

5. A copy of the reconciliation should be filed.  

                                   Petty cash fund            XXXXX 

                                            Cash-Bank             XXXXX 
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XII. Investing Cash  

Purpose 

To properly record bank interest income.  

Policy 

1. If there is a surplus in the cash balance the MDLF may invest it.  

2. All idle funds that are not expected to be utilized in the next month should be 
deposited in an interest bearing account. This policy should be applied even of the 
interest income should be returned to the donors.   

3. The investment should be risk-free and a short-term investment (commercial banks 
saving accounts). 

4. The fund should not invest in commercial securities, long-term bonds, or fixed assets. 

5. The investment should not take place outside Palestine. 

6. The investment must meet the Grant Financing Agreement, including rules 
concerning ownership of interest earnings. 

Procedures  

1. The Financial and Administrative Manager should prepare monthly report showing all 
idle funds in their currencies. The report should also include the bank's interest rates 
on deposits, the period in which the funds will be available for deposit, and a 
preliminary calculation of interest income that can be generated. The idle funds can 
be: 

 Programmes' available funds. 

 MDLF operating funds (MDLF management fees). 

 Any expected funds, based on newly signed grant agreements. 

2. The Financial and Administrative Manager should submit the report to the General 
Director for review and approval. 

3. After being approved by the General Director, the Financial and Administrative 
Manager should immediately prepare a transfer letter of available funds from the 
current accounts to deposit accounts, and should have that letter signed by the 
authorized signatories.  

4. The Accountant should record interest income immediately upon receipt of the bank 
statement, as follows:  

 

 

 

5. The journal vouchers or entry should be reviewed and posted by the Senior 
Accountant. 

 

                     Dr. Cash $(interest income)    XXXXX 

    Cr. Interest Income $(interest income)    XXXXX 
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6. The entry should be reviewed by the Financial Controller and approved by the 
Financial and Administrative Manager.  

7. The Senior Accountant and Financial and Administrative Manager should approve 
the Journal voucher. 
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XIII. Bank Charges  

Purpose 

To properly record the monthly bank charges.  

Policy 

Bank charges should be identified and recorded on time and at least monthly, and before 
closing the month. 

Procedures  

1. The Accountant should locate any bank service charges for the month, including wire 
transfer fees.  Various charges may need to be accumulated, and with that amount 
complete the following entry: 

 
 
 
 
 

2. The Accountant should submit the journal voucher for further approvals by the Senior 
Accountant who should post the entry.  

3. The Accountant should file the copies of the journal voucher. 

 

 

 

 

  Bank charges expense $(bank charges)  XXXXX 

                Cash $(bank charges)       XXXXX            
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Annex: 
 
Bank Reconciliation Form 

  

BANK RECONCILIATION FOR Name of  BANK   

FOR THE PERIOD ENDING Month XX, 20XX  

  

ENTITY:  Bank Name:  

ACCT #:    

G/L#:            Amount:  

  

BALANCE PER BANK    XXXXXX 

  

 OUTSTANDING WIRE TRANSFERS    (XXXXXXX) 

  

 OUTSTANDING CHECKS   (XXXXXXX) 

  

 DEPOSITS IN TRANSIT  

           

ADJUSTED BANK BALANCE  (XXXXXX) 

  

BALANCE PER BOOKS    XXXXXX 

  

    OUTSIDE TRANSFERS IN/(OUT) (XXXXXXX) 

    BANK CHARGES (XXXXXXX) 

    INTER-ACCOUNT TRANSFERS    (XXXXX) 

  

ENDING BOOK BALANCE     (XXXXXXX) 
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Process Maps: 
 

Opening and Authorization of New Bank Accounts 
Upon signing donor grant agreement, 

Financial and Admin Manager 
prepares & signs request letter for 

opening new bank account

Request letter for 
opening 

new bank account

The General Director reviews the 
letter and sends it to BOD 

Chairman
Approved?

NO

The BOD Chairman reviews the 
request letter 

YESApproved?

NO

The Chairman forwards it to the 
Ministry of Finance to be 

approved
YES

The Senior Accountant arranges 
with a bank to open new account 

& complete bank forms

Approved?

YES

NO

The Senior Accountant opens 
new ledger account in the 

accounting system
System Ledger

The Senior Accountant notifies 
Financial and Admin Manager, 

General Director, donor & MDLF 
departments

The Financial Department 
maintains all forms and 
letters in a separate file 
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Closing Bank Accounts 
 

The Financial and Admin 
Manager reviews all bank 

accounts on monthly basis to 
ensure usage of accounts

Is account still 
being used?

YES

The Senior Accountant 
prepares a bank reconciliation 
to identify outstanding checks

NO

Bank Reconciliation

The Senior Accountant 
invalidates all unused checks and 

sends them to the Financial 
Controller

The Financial Controller reviews 
the checks and sends them to the 

Financial and Admin Manager

The Financial and Admin 
Manager returns the checks to 

bank

The Financial and Admin 
Manager prepares written 

request/closing letter and sends 
it to the General director

Bank account 
closing letter

The General Director reviews 
the letter and sends it the BOD 

Chairman

Approved?NO

The BOD Chairman and 
Ministry of Finance review the 

letter 

YES

Approved? NO

NO

The BOD Chairman and 
Ministry of Finance review the 

letter 
Approved?

NO

If requested, the Financial 
and Admin Manager notifies 
related bank and arranges to 
transfer remaining balance

YES

Upon closing account, Financial 
and Admin Manager informs 

the Senior Accountant to close 
the ledger on the system

End of Process

Letter
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Check Issuance, Wire Transfers, and Cash 
Disbursements - Operating Expenses 

 Administrative Department 

provides Financial Department with 

supporting documents to process 

payment 

Accountant prepares payment 
order

Accountant prepares checks or 
wire transfers

Senior Accountant reviews and 
posts entry 

System entry

The Financial Controller reviews 
payment order and supporting 

documents

The Financial and Admin 
Manager reviews order and 
forwards it and supporting 

document to General 
Director

The General Director reviews 
the order and check

Approved?

NO

The Accountant records the 
payment in cash disbursement 

journalYES

The Senior Accountant reviews 
and approves entry and posts it 

into the system
System entry

The Financial Controller and 
Financial and Admin Manager 

review the voucher 

NO

The Secretary handles the checks 
to the related vendors

The Accountant invalidates and 

files all supporting documents in 

the related files

The Accountant establishes a 
check control register to follow 

up on outstanding checks

The Financial and Admin 
Manager approves the register 

on quarterly basis

Payment Order
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Check Issuance, Wire Transfers, and Cash Disbursements - Programme 
Expenses  

The MDLF determines financial 
allocation

The MDLF obtains applications 
forms for appraisal to be 

reviewed by area engineers 

Committee headed by General 
Director of Operations does a 

final review to check for 
compliance

Technical Department sends 
copy of signed GIA to Finance 

Department

MDLF Technical Department 
obtains invoices related to 

projects disbursements 

Project invoices

Technical Department checks if 
invoices agree with tender 

documents

Technical Department reviews 
invoices and related documents

Technical Department checks 
technical specifications

Technical Department Manager 
signs invoices and indicates 

budget items to be used 

The Financial Department 
obtains all documents to offset 

balances & make new payments

The Accountant reviews payment 
request, prepares order, records 

payment & prints voucher

A

Appraisal Forms
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A

Payment Order

The Accountant signs the 
voucher as preparer

Senior Accountant verifies 
documents and sends them to 

the Financial Controller for 
approval

Financial Controller forwards  
documents to Financial and 

Admin Manager

Financial and Admin Manager 
verifies documents and forwards 
them to the General Director of 
Operations and General Director

The General Director reviews 
documents & signs check & 

sends it for authorized 
signatories

The Accountant records the 
payment in the accounting 

system

The Senior Accountant reviews 
payment and posts journal 

The Financial Controller and 
Financial and Admin Manager 

approve the voucher 

The Secretary handles the checks 
to the related vendors

The Accountant files all supporting 

documents in the related files

The Financial and Admin 

Manager notifies municipality 

of payment

Journal Entry
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Check Issuance, Wire Transfers, and Cash Disbursements - Direct 
Payments by Donors  

The MDLF applies 
the grant allocation 

formula to 
determine financial 

allocations 

The MDLF obtains 
applications forms 
for appraisal to be 
reviewed by area 

engineers 

Committee headed by 
Director of Operations 
does a final review to 
check for compliance

Complied?

NO

Technical 
Department sends 
copy of signed GIA 

to Financial 
Department

YES

MDLF Technical 
Department obtains 
invoices related to 

projects 
disbursements 

Technical 
Department checks 

technical 
specifications

Technical 
Department reviews 
invoices and related 

documents

Technical 
Department checks 

if invoices agree 
with tender 
documents

Technical Manager 
signs invoices and 
indicates budget 
items to be used 

The Financial 
Department obtains 

all documents to 
offset balances & 

make new 
payments

A

Replenishment 

Request

Invoices

Technical 

Department 

performs field visit 

to check 

completion of work

Technical 

Manager verifies 

payment request 

to determine 

payment method

Technical 

Manager Approves 

Payment
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A

The Accountant reviews 

payment request, 

prepares payment order, 

records payment & 

prepares voucher & 

signs as preparer

Journal Voucher

The Senior 

Accountant reviews 

documents and 

forwards them to the 

Financial Controller

The Financial and 

Admin reviews the 

payment order

Approved by 

controller?

YES

Approved by 

Financial and Admin 

Manager?

NO

YES

The General Director 

reviews all supporting 

documents & sends them 

to Ministry of Finance to 

request donor payment 

NO

Upon payment, the 

Accountant records 

the payment into the 

system

System entry

The Senior 

Accountant reviews 

payment and posts it 

into the system

Journal Voucher

The Financial 

Controller and 

Financial and Admin 

Manager reviews the 

journal voucher 

The Accountant files 

all supporting 

documents in the 

related files

File

The Financial and 

Admin Manager 

notifies municipality 

of payment
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Check Stop Orders 
 

The Senior Accountant initiates 
stop orders when needed based 

on valid cases

The Financial and Admin 
Manager approves the stop 

order 

The Financial and Admin 
Manager sends stop order to 
General Director for approval

Financial Department sends stop 
order to bank

Stop Order

 



Cash Handling  
 

 

 

 

71 

 

pwc 

Cash Receipts (Wire Transfers) 
 

Accountant reviews 
on daily basis to 

determine receipts

Daily Bank 

Statements

Accountant 
prepares cash 

receipt slip to record 
transaction

Difference from 

agreement?
Yes

Accountant contacts 
donor to obtain 

explanation

No

Senior Accountant 
reviews and signs 

voucher

Financial controller 
approves and 

forwards documents 
to the Financial and 
Admin Manager for 

approval

Senior Accountant 
posts journal 
voucher to GL

Senior Accountant 

sends receipt 

voucher to the 

donor

Receipt Voucher

Accountant files 

receipt vouchers 

and documents in 

related files

Accounting 

Files



Cash Handling  
 

 

 

 

72 

 

pwc 

Cash Receipts (Receipt of Checks) 

The Finance 
Secretary opens all 

checks received

Checks

The Secretary logs 
checks into cash 
receipt log and 
indicate details

The Secretary 
separates all checks 
by respective payer

Secretary delivers 
checks to related 

accountants

The Accountant 
makes copies of all 

checks received and 
fills deposit slips

Deposit slips

Related Accountant 
make copies of 

deposit slips & sends 
them to bank to be 

deposited

Accountant deposits 
receipts to the bank 
daily & returns slips 

to Senior 
Accountant

Deposit slips

Senior Accountant 

obtains deposit 

slips

Accountant 
completes cash 

receipt slips 
indicating donor 

agreement

Cash receipt slips

The Accountant 
records cash receipt 
into the system and 

attaches bank 
verification

System entry
Journal voucher

Senior accountant 
reviews and signs 
the voucher and 

forwards it to the 
Financial and Admin 

Manager

Financial and Admin 
Manager reviews 

and approves 
voucher and 

forwards it to 
Financial Controller

The Financial 
Controller compares 

cash receipt with 
bank deposits and 
reviews vouchers

A

Bank Verification
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The Senior 
Accountant posts 
voucher into the 

system

System 

posting

The Senior 
Accountant sends 
receipt voucher to 

donor

Receipt voucher to 

donor

Accountant files 
cash receipt slips 
and all supporting 
documents in the 
accounting files

Accounting 

files

A
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Bank Reconciliations 

The Accountant 
obtains a copy of 
bank statement 

Bank statement
The Accountant 
adds the cash 

balance to deposits 
in transit

The Accountant 
subtracts balance of 
outstanding checks

Accountant adds/
deducts reconciling 

items from bank 
balance to arrive at 

adjusted book balance

The Accountant 
agrees beginning 

balance with ending 
balance from last 

month

Prior month 

balance

The accountant researches all 
non reconciled differences until 

found or until passed by 
Accounting Manager

The Accountant 
prepares journal 
entries necessary

Journal voucher
System entry

YES

Entry needed?

When bank statement 
reconciles, the Accountant 

sends all reconciliations and 
supporting documents to 

Senior Accountant

The Senior 
Accountant reviews 
bank reconciliation 

& deliver it for 
further approval

The Financial and 
Admin Manager 

reviews and approve 
the reconciliation

Approved?

YES

The Accountant files 
approved 

reconciliation and 
bank statements in 

the related files

Accounting 

Files

NO

Agreed 

Balance?

No

Account agrees 

balance with bank 

statement to 

ensure all items 

are recorded

Accountant rolls 

forward the 

General Ledger

Yes

Accountant agrees 

General Ledger to 

spread sheets
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Voided Checks 

Date of void?

The Accountant defaces the 
voided checks by writing/

stamping the word “VOID” on 
the face of the check 

After the month the check was written

The Accountant enters the void 
as a cancellation on the system 

The Accountant prepares new 
payment request form with the 

general ledger indicating the 
original payment request number

The original payment request 
must be marked “VOID” by 

Accountant and filed with other 
payment requests

Within the same month

As the date the check was

Written

The Financial and Admin 
Manager and the Financial 
Controller review the void

The Senior Accountant reviews 
and posts the reversal of the 

check to the appropriate vendor 

Accountant keeps actual voided 
checks in a specified file

At the end of each month all 
voided checks should be given to 

the Accountant for use in 
reconciling the bank statement

Voided checks and bank 
reconciliation should be filed in 

the box of canceled checks 

The Senior Accountant accounts 
for the serial numbers of the 
checks, used checks, voided 
checks, and remaining serial 

numbers.

Approved?

NO

YES

System entry

System entry

Payment request

File

File
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Request of Check Booklets 

 

 

In case of check booklets 
shortage, the Accountant notifies 

the Senior Accountant 

The Senior Accountant prepares 
request for new check booklets 
and forwards it to the Financial 

and Admin Manager

Check Booklet

Upon receipt of a new order of 
checks, for each box, Financial 

and Admin Manager verifies the 
company name and address, 

bank account number and 
accuracy of check sequencing 
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Wire Transfers-Out 

 
The Accountant completes and 

reviews the wire transfer request 
form and the payment request 

form indicting the necessary 
information

Payment request Wire transfer request

The Senior Accountant approves 
the transfer by initialing the 

payment request (for operating 
expenses) and signing the wire 
transfer request( for program)

The original wire transfer letter 
should be sent to the bank and 

the Senior Accountant should call 
and confirm the information with 

the bank

The Accountant reviews and 
inputs the information into the 

computer 

The Senior Accountant posts the 
transaction on the day it occur

The Financial Controller and the 
Financial and Admin Manager 

review all transfers

The Accountant files the 
payment request form

The Accountant 

sends the 

requests to the 

Senior Accountant 

for approval

Approved?

NO

YES

System Entry

System entry

Approved?

NO

YES

File
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Manage Outstanding Checks 
 

The Accountant download from 
accounts payable all checked 

issued during the month into a 
spread sheet

Spreadsheet
The Accountant ensures that 

there are no breaks in the 
numerical sequence of the 

checks

The Accountant obtains the bank 
statement showing all checks 

that cleared the bank during the 
month

Bank Statement 

The Accountant compares the 
bank statement to the 
outstanding check list

The Accountant removes from 
the list all checks that cleared the 

bank

The Accountant obtains the 
voided check file in order to 

remove voided checks from the 
outstanding check list

The Accountant enters the 
voided checks through the 

accounts payable system not by 
journal entry

For voided checks that have been 
distributed, Accountant requests 

a stop payment order 

System entry

The Accountant removes from the 
outstanding check list those checks 

for which a stop payment 
confirmation notice has been 

received

Every month, the Accountant 
removes stale checks from the 

outstanding check list and 
reversed using the original ledger 

account

The Accountant totals the dollar 
amount and the total is the 

amount to be used in the bank 
reconciliation

The Accountant prints the 
outstanding check list and file 
with the bank reconciliation 

Outstanding check list

Sequence 

exists?
No

Accountant checks the causes for 
the missing checks and 

investigates impact on check list

Yes

Once all items have been 
removed, the remaining 

list becomes the new 
outstanding check list for 

the month 

To confirm stop of checks, 
Accountant obtains confirmation 

from bank

Bank confirmation
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Disbursements from the Petty Cash  

 

The Custodian of petty cash 
obtains supporting documents 

such as invoices.

Prior to disbursement of any 
fund, the Custodian prepares and 

reviews a petty cash payment 
voucher 

Petty cash payment 
voucher

Each expense paid from the petty 
cash fund must be supported by 

receipts by the Custodian

The Custodian maintains a petty 
cash booklet to document petty 

cash transactions and a petty 
cash expenses ledger accounts

Invoice 3Invoice 2Invoice 1

Approved 

by Financial 

and Admin 

Manager?

NO

YES

System entry

Accounting 

file
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Replenishment of the Petty Cash 
  

Custodian initiates 
replenishment in order to 

bring the balance up to 1000 $ 

The Custodian prepares a report 
showing the details and total of 

all paid payment vouchers

Replenishment report 
The Custodian submits the report 
with all supporting documents to 

the Accountant 

Accountant reviews and records 
the request in the accounting 

system and submits the 
documents with journal voucher 

to the Senior Accountant 

The Senior Accountant reviews 
and approves the request and 

submits it to the Accountant for 
check preparation

Accountant prepares the check 
and sends it for further approval 

by authorized signatures 

Check

The petty cash replenishment 
check should be payable to the 
petty cash Custodian after the 
approval of the Financial and 
Admin Manager and General 

Director of Operation  

The Accountant records the 
necessary entry upon handing 

the check to the Custodian  
A

Cash on hand is 

less than 300 $?
YES

No need for 

replenishment 
NO

The petty cash 

Custodian check 

the balance of the 

petty cash box

System entry

Approved by Senior 

Accountant?

Journal Voucher

NO

YES

Check 

approved?
NO

System entry
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A

The Senior Accountant posts the 
reimbursement and the 

disbursement transaction on the 
same time

Any shortage or surplus is 
investigated by Accountant and 
unexplained shortage is charged 

to the Custodian’s personal 
account 

The Internal Auditor/Financial 
Controller performs surprise cash 

count at least once a month 

A cash count report should be 
made

Cash count report The Custodian and the Internal 
Auditor sign the report 

The Financial & Administrative 
Manager approves the report

System entry

Shortage or 

surplus?
YES

NO
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Monthly Petty Cash Reconciliation 
 

At month end, 

Accountant 

reviews amounts 

available in petty 

cash

Accountant 

performs petty 

cash physical 

count and total 

amount of invoices

Physical 

count

Accountant 

prepares 

reconciliation form

Senior Accountant 

reviews form

Accountant files 

reconciliation in 

related files

Accounting 

files

Reconciliation 

formAccountant signs 

form

Shortage? Yes

Senior Accountant 

reports to 

Financial and 

Admin Manager

No
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Investing Cash 
 

The Financial and Admin Manager 
prepares and reviews weekly 
report showing idle funds and 
possibility and period it will be 
deposited and with which bank

Weekly report

The Financial and Admin submits 
the report to the General 

Director for approval

Financial and Admin Manager 
immediately prepares transfer 
letter of available funds from 
current accounts to deposit 
accounts, and signs letter by 

authorized signatories

The Accountant records interest 
income immediately upon receipt 

of the bank statement 

Journal Voucher/entry

The Senior Accountant reviews 
and posts the journal voucher

The Financial and Admin 
Manager and Financial Controller 

review the entry

The Senior Accountant and the 
Financial and Admin Manager 
approve the journal voucher

Approved?

NO

YES

System entry

System enrty

Transfer Lettrer
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Bank Charges 
 

The Accountant locates any bank 
service charges for the month, 

including wire transfer fees

The Accountant enters the bank 
charges into the accounting 

system 

Journal Voucher

The Senior Accountant approves 
and posts the journal voucher

The Accountant files the copies 
of the journal voucher form

System entry

System entry

File
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I. Requisitioning, Purchasing and Receiving  

Purpose  

The purpose of this section is to provide policies and procedures for the MDLF's 
procurement of goods and services, processing invoices, and for recording the accounts 
payable. 

Policy 

1. These policies and procedures specify purchase authority limits and determine the 
policies and procedures that should be used in purchasing goods, services and fixed 
assets for the MDLF and for recording corresponding liabilities for payment.  

2. A pre-numbered Internal Purchase Requisition (IPR) should be used for each request 
of goods and services that exceeds $10. 

3. MDLF should have separate procurement policies and procedures for programmes 
and operational expenditure. 

4. The Administrative Department, at the beginning of each calendar year, should 
perform an annual tendering for MDLF recurring purchases, such as fuel, stationary, 
office supplies…etc. 

5. Access to the electronic data vendor master file on the accounting software should 
be monitored by the Financial and Administrative Manager and should be authorized 
to specific employee in the Financial Department. Any change to the master file 
should be approved by the Financial and Administrative Manager. Special forms 
could be used for this purpose. 

Procedures 

List of Approved Vendors 

1. An approved list of vendor should be prepared and maintained by the Administrative 
Department at the beginning of each year.  

2. The approved list of vendors should be compiled of MDLF regular purchases and 
should be developed based on tenders performed annually to identify least prices 
and best qualities. 

3. The Administrative Employee should maintain files for the approved vendors. The 
files should contain price lists, available services, products and specifications, 
supplier experience with the related products, and history of dealings with the MDLF. 

Procurement Process (MDLF) 

1. An Internal Purchase Request (IPR) should be prepared and signed by the employee 
who requests the procurement. 

2. The employee should submit the IPR to his/her department's Manager for review and 
approval. 

3. The requesting department should submit the IPR to the Administrative Department 
to proceed with the procurement process. 
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4. The IPR should be pre-numbered by the Administrative Employee and should be 
recorded in a special IPR register, which should be maintained at the Administrative 
Department. 

5. The Administrative Department should check whether the requested purchases are 
available at MDLF, and if not, the Administrative Employee should send the IPR to 
the Financial and Administrative Manager for review and approval. 

6. The Financial and Administrative Manager should approve the IPR after assessing 
the requesting department's need of the purchases and whether there is available 
budget for the requested purchases.  

7. After being approved by the Financial and Administrative Manager, the IPR should 
be endorsed by the General Director and then submitted to the Procurement 
Department in order to select the appropriate procurement method and determine the 
required procedures. 

8. The Procurement Department should study the IPR and select the appropriate 
procurement method, in accordance with the authorization matrix table (See the 
Annex below – Procurement Authorization Matrix). 

9. The Procurement Officer should prepare the necessary documents, in accordance 
with the method selected. 

10. If the tender method is selected, the Administrative Department should obtain the 
Procurement Department assistance in regard to the best tendering and procurement 
procedures to follow. 

11. The Administrative Employee should follow and monitor the procurement process 
until the goods or services are delivered by the vendor. 

12. A receiving report should be prepared for all received purchases as follows: 

 When purchases are equal or below $1,000 the receiving report should be 
prepared and signed by the requesting department and the Administrative 
Department. 

 When purchases are more than $1,000 a special receiving committee should 
be formed by the General Director and should include at least 4 persons from 
the Financial Department, Procurement Department, Requesting Department 
and someone who has technical knowledge of purchases. The Internal 
Auditor may attend the receiving process to ensure that proper receiving 
procedures are followed. The receiving report should be prepared by the 
Administrative Department and signed by the receiving committee. 

13. The receiving persons/committee should verify the quality and quantities received 
and should reconcile the quantities with the purchase request, the purchase order, 
the tax invoice, and the contract, if any. 

14. The Administrative Department should send the purchasing documents (IPR, 
purchase order, quotations/tenders evaluation report, vendor tax invoice, and the 
receiving report) to the Financial and Administrative Manager for reviewing, 
recording, approving and for preparing the payment.   
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II. Accounts Payable 

Purpose  

The purpose of this section is to provide policies and procedures for recording of MDLF's 
Accounts Payable and processing of payments. 

Policy 

1. The Financial Department is responsible for recording MDLF's purchases and for 
payment to vendors. 

2. The MDLF should use the accrual basis in recording purchases and in processing 
payments to vendors. 

3. Accounts payable should be reconciled periodically. 

4. Payables should be recorded at face value plus or minus any interest premium or 
discount and other appropriate adjustments. The payable amount can be determined 
from the billing received and should be verified against purchase orders/requisitions, 
contract terms or any other appropriate documents prior to recording liability.   

5. When actual values are not available, recorded value should be based on best 
available estimates. Estimates should be based on current market price, past history 
and comparables. 

Procedures 

Invoice Processing 

1. The Financial and Administrative Manager should submit purchasing documents to 
the Accountant in order to record the required journal entry. 

2. The Accountant should verify the existence, approval and consistency of the 
following supporting documents before recording the procurement transaction in the 
accounts payable ledger: 

 Internal Purchase Request; 

 Purchase Order; 

 Quotation Evaluation Reports, if any; 

 Contract with the vendor, if any; 

 Purchase Receiving Report; 

 Supplier Tax Invoice; 

 Tax Deduction at Source. 

3. Each suppliers’ tax invoice should be checked by the Accountant against the 
following: 

 Clerical accuracy; 

 Agreement of description, specification, unit cost and quantity received to the 
purchase order noting proper authorization; 
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 Comparison of the credit period and terms with those specified on the 
purchase order and agreement, if any. 

4. If the documents are not satisfactory, they should be returned to the Administrative 
Department. 

5. If the documents are satisfactory, the Accountant should record the invoices into the 
accounts payable ledger as follows: 

 

 

 

6. If it is agreed to make an advance payment to the vendor, proper payment 
procedures should be followed, and the payment should be recorded as receivable 
and controlled in a manner that assures they will be recovered by an offset against 
vendor invoices. 

Monitoring and Reconciliations 

1. The accounts payable ledger should be reviewed, by the Financial Controller, on a 
monthly basis for any debit balances. Accordingly, the debit balances accounts 
should be reclassified to their related accounts. 

2. A statement of account should be obtained from recurring vendors periodically, on a 
sample basis, for example on a semi annual basis. 

3. Based on the statement of account received, the Financial Controller should prepare 
reconciliation with the accounts payable ledger.  

4. Any reconciling items resulting from unrecorded liabilities or payments should be 
investigated and promptly adjusted. 

5. Any debit balance in the accounts payable ledger should be brought to the attention 
of the Financial and Administrative Manager. 

6. Monthly accounts payable reported by the Accountant should be prepared to identify 
payments due for the period and investigate any long outstanding balances. 

7. At year-end, confirmations and statements of major 4 to 6 suppliers' accounts should 
be obtained from them in order to confirm their outstanding liabilities, if any. 

8. If confirmation balance does not agree with the vendor’s ledger balance, accounts 
payable reconciliation should be prepared to quantify and resolve the differences. 

Accounts payable reconciliations should be approved by the Financial and 
Administrative Manager. 

 

                                     Dr. Expenses/Fixed Assets   XXXXX 

                                           Cr. Accounts Payable (Vendor)   XXXXX 
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Annex:  
 
Procurement Authorization Matrix 

Price Level IPR Approval 
Purchase Order 

Approval 
Payment 

Authorization 
Payment 
Method 

Method of 
Purchasing 

$0-$100 
Requesting 
Department 
Manager 

Financial and 
Administrative 
Manager 

Financial and 
Administrative 
Manager 

Petty 
Cash 

Direct 

$101-$500 
Requesting 
Department 
Manager 

Financial and 
Administrative 
Manager 

Bank Account 
Authorized 
Signatories 

Check Direct 

$501-$1000 
Financial and 
Administrative 
Manager 

General Director 
Bank Account 
Authorized 
Signatories 

Check 
3P/Q 
through 
telephone 

$1001$5,000 

- Financial and 
Administrative 
Manager 

-  

General Director 
Bank Account 
Authorized 
Signatories 

Check or 
Wire 
Transfer 

3 P/Q 

$5,001-and 
above  

- Financial and 
Administrative 
Manager 

-  

General Director 
Bank Account 
Authorized 
Signatories 

Wire 
Transfer 

Tender 
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Process Maps: 

Procurement 
The requesting 

employee prepares 
an internal purchase 

request (IPR)

internal purchase 
request (IPR)

The employee signs 
the internal 

purchase request 
(IPR)

The employee 
reviews and  

submits the IPR to 
his/her department 

manager

The Department 
Manager reviews 
and approves the 

IPR 

Approved?No

The requesting 
department reviews 
and  submits the IPR 
to the Adminstrative 

department to 
proceed with the 

process

The Administrative 
employee numbers 
the IPR and records 

it in a special IPR 
register

Store data 

Requested 

purchases available 

at MDLF ?

A

Yes

No

Administrative employee 

should send the IPR to 

the Financial and 

Administrative Manager 

for review and approval

Approved?

IPR should be submitted to 

the Procurement Department 

in order to select the 

appropriate procurement 

method

Yes

End of Process

The Procurement Officer 

should prepare the 

necessary documents, in 

accordance with the 

method selected

No

Yes

General Director 

endorses IPR and 

submits to 

Procurements 

Department
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Method 

Selected?

The administrative 
employee refers to the list 

of approved vendors

Direct Method/

Price quotations

 method

The administrative employee 
uses the approved tendering 

procedures obtained from the 
procurement department

Tender Method

The administrative 
employee follows 
and monitors the 

procurement 
process until the 

goods are delivered

Goods delivered 
Values?

Below 

1,000 $

The requesting 
department 

prepares a receiving 
report 

The General 
Director forms a 
special receiving 

committee

Above 

1,000 $

Receiving Report

The requesting 
department and the 

Administrative 
employee sign the 

receiving report

The receiving 
persons verify the 

quality and 
quantities received 
with the purchase 

request and 
purchase order

Verfiied?

The Administrative  
Department sends 

purchasing documents to 
the Financial & Admin 
Manager to approve

YES

The Administrative 
Department 

prepares a receiving 
report and the 

committee signs it

Receiving Report

The receiving 
committee verify 
the quality and 

quantities received 
with the purchase 

request and 
purchase order

Verfied? YES

NO

A

No

To Accounts 
Payable 
Process

To Fixed 
Assets Process
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Accounts Payable  

Invoice Processing 

The Financial & 
Admin Manager 

submits all 
purchasing 

documents to the 
Accountant to 

record the required 
journal entry

The Accountant 
verifies the 

existence, approval 
and consistency of 

all supporting 
documents  

Verfied?

NO

The Accountant 
checks each 

suppliers’ tax 
invoice for accuracy 

and compliance 
with purchase order 

and agreement

YES

Documents 
satisfactory?

The documents 
should be returned 

to the Admin 
Department by 

Accountant

NO

The Accountant 
enters the invoice 
into the accounts 

payable ledger

YES

The Accountant records 
the advance payment as 
receivable and assures 

that they will be recovered 
by an offset against 

vendor invoices

Enter data into 

accounting 

system

Enter data into 

accounting 

system

Procurement 

Process
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Accounts Payable 

Monitoring 

The Financial 
Controller reviews 

the accounts 
payable ledger on 
monthly basis for 

any debit balances

Any debit balance 
should be brought 
to the attention of 
the Financial and 
Admin Manager

Debit balance? YES

The Financial 
Controller 

reclassifies the debit 
balances accounts 

to their related 
accounts

A statement of 
account should be 

obtained by 
Accountant from all 
recurring vendors 

periodically 
(quarterly or semi 

annual basis)

NO

Statement of 
account

The Financial 
Controller prepares 
reconciliation with 

the accounts 
payable ledger 
based on the 
statement of 

account received

Reconciling 

Items?

Any reconciling 
items should be 
investigated and 

promptly adjusted

The Accountant 
prepares monthly 
accounts payable 
report to identify 
payments due for 

the period and any 
long outstanding 

balances

YES

Monthly accounts 
payable report

A

NO

Any debit balance 

in the accounts 

payable ledger 

should be brought 

to the attention of 

the Financial and 

Administrative 

Manager
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A

At year end, 
confirmations and 

statements of 
accounts should be 

obtained from 
suppliers to confirm 

all outstanding 
liablilities 

Confirmations and 
statements of 

account

Confirmation balance 
agree with vendor ledger 

balance?

No reconciliation 
should be prepared

YES

The Accountant 
prepares accounts 

payable 
reconciliation to 

quantify and resolve 
the differences

NO

Accounts payable 
reconciliation

The Financial and 
Administrative 

Manager approves 
the accounts 

payable 
reconciliation
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To establish written procedures that will ensure proper recording and accountability for 
fixed assets and to establish and implement controls necessary to protect the assets of 
the MDLF. 

I. Acquisition, Costing & Capitalization of Fixed Assets 

Purpose 

To establish written procedures that will ensure proper recording and accountability for 
fixed assets and to establish and implement controls necessary to safeguard the assets 
of the MDLF. 

Policy 

1. The fixed assets are tangible assets owned by the MDLF and used in MDLF 
operations (not for resale). They have initial estimated useful life beyond a single 
year. A fixed asset with an initial cost (inclusive of ancillary charges) of at least $100 
should be capitalized and becomes known as a capital asset. 

2. A fixed asset is capitalized only if it meets all of the following conditions: 

 Owned or considered owned by the MDLF. 

 Held for operations (not resale).  

 Has a useful life that exceeds one year. 

 Meets the capitalization threshold. 

3. With the exception of donated assets, fixed assets are accounted for at the original 
acquisition cost, which includes the purchase price and all costs necessary to put 
that asset into existing use and location. These costs include but are not limited to 
freight, insurance, and installations (i.e., ancillary costs.). The cost of an asset will be 
recorded at the historical cost of the asset.  

4. When two or more assets are obtained at the same time and their individual costs 
are not readily known, the individual costs are allocated to the assets based on their 
relative fair market values at the time of acquisition. These costs are simply the ratio 
of the initial acquisition cost vs. their relative fair market values. 

5. When the MDLF receives donations of fixed assets, donations of capital assets 
should be recorded in the accounting records as revenue at the fair value at the date 
of receipt and capitalized in the accounting records. The methodology used for 
determining fair value should be documented. 

6. All the documentation supporting the acquisition cost of an asset along with reports 
or information substantiating its existence and location should be maintained and 
made available for examination by the Internal and External Auditors. 

7. All documentation supporting the relocation, improvement or betterment of an asset, 
including cost of such action and dates, should be maintained and made available for 
examination by the Internal and External Auditors. 

Procedures 

Acquisition of Fixed Assets: 

1. The Administrative Department is responsible for the procurement of fixed 
assets. 

2. The vendor's invoice should be received by the Administrative Department. 
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3. The Administrative Employee should verify the invoice and attach it to the following: 

 Internal Purchase Request (IPR); 

 Original Official Vendor Invoice; 

  Receiving Report; 

 Deduction at Source;  

 Contract, when applicable.  

4. The Administrative Employee should submit the invoice with the supporting 
documents to the Financial Department to record the purchase of fixed assets and 
process the payment to the vendor.  

5. The Financial and Administrative Manager reviews the invoice with the supporting 
documents and puts his initial on the invoice to indicate his approval of recording the 
fixed assets and initiating the payment process. 

6. A copy of the receiving report should be submitted to the Administrative Department 
in order to update the fixed assets register and prepare the identification tags. 

7. The Accountant records the purchase of fixed assets in the accounting records, using 
the following entry: 

                                       

 

 

8. The Accountant should send the documents to Senior Accountant to review it and 
post it into the accounting system. 

9. The Senior Accountant should review and post the journal voucher, attach the 
supporting documents with the journal voucher, sign it and send it to the Financial 
and Administrative Manager for review and approval. 

10. The Accountant initiates the payment process. 

11. The Senior Accountant should ensure that the purchased fixed assets are identified 
with specific tag numbers by the Administrative Department and should report any 
delay to the Financial and Administrative Manager (See Fixed Assets Identification 
Procedures). 

12. The Senior Accountant should ensure that the purchased fixed assets are recorded 
in the fixed assets register by the Administrative Department and should report any 
delay to the Financial and Administrative Manager (See the Fixed Assets Register 
and Records Procedures). 

Receiving of Donated Fixed Assets: 

1. The Administrative Department is responsible for receiving donated fixed assets and 
should prepare a Receiving Report of the donated fixed assets. 

2. The Administrative Department should submit the Receiving Report to the Financial 
Department to record the donated fixed assets.   

3. The Financial and Administrative Manager is responsible for determining the fair 
value of assets received before they are recorded. 

4. The Financial and Administrative Manager submits the Receiving Report with its fair 
value to the Accountant to record it in the accounting system 

                                   Dr. Fixed Assets   XXXXX 

                               Cr. Accounts Payable – Vendor   XXXXX 
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5. A copy of the Receiving Report should be maintained by the Administrative 
Department in order to update the fixed assets register and prepare the identification 
tags. 

6. The Accountant should record the donated assets in the accounting records. Those 
assets are recognized as revenues and should be recorded as follows: 

                                           

 

 

7. The Accountant should send the documents to Senior Accountant to review it and 
post it to the accounting system. 

8. The Senior Accountant should review and post the journal voucher, attach the 
supporting documents with the journal voucher, sign it and send it to the Financial 
Controller for review and approval. 

9. The Senior Accountant should ensure that the donated fixed assets are identified 
with specific tag numbers by the Administrative Department and should report any 
delay to the Financial and Administrative Manager (See Fixed Assets Identification 
Procedures). 

10. The Senior Accountant should ensure that the donated fixed assets are recorded in 
the fixed assets register by the Administrative Department and should report any 
delay to the Financial and Administrative Manager (See the Fixed Assets Register 
and Records Procedures). 

                                     Dr. Fixed Assets   XXXXX 

                                           Cr. Other Revenues - donations   XXXXX 

 



Fixed Assets 
 

 

 

 

98 

 

pwc 

II. Depreciation of Fixed Assets  

Purpose 

To provide guidelines for the depreciation of the MDLF fixed assets.  

Policy 

1. The entire cost of an asset must be depreciated.  Depreciation is allocated monthly 
over the estimated useful life of the capital asset, as detailed below.   

2. Depreciation is to commence in the first month after the asset is placed into service.  

3. Fixed assets will be depreciated on a straight-line method over their estimated useful 
life.   

4. Guidelines for estimated useful lives by capital asset category are as follows: 
 

Category Capital Asset  Estimated Useful Life 

Furniture  10 Years 

Vehicles  5 Years 

Equipment  5 Years 

Computer  3 Years 

Software  5 Years 

 

5. The above useful lives may be affected by changes in the business and technological 
environment or the use of the equipment.   

6. Depreciation expense for a fixed asset begins in the month following the acquisition 
date of the asset and continues until the accumulated depreciation equals the original 
installed cost, or until the asset is retired from service.   

7. A fully depreciated fixed asset will remain in the fixed asset sub-ledger until the fixed 
asset is retired from service. 

Procedures 

1. The Senior Accountant is responsible for computing, recording, and posting of 
depreciation of fixed assets. 

2. The Accountant calculates the depreciation of fixed assets, at the last working day of 
each month, based on the following: 

 Capital assets category/item; 

 Depreciation rate designated for the asset; 

 Asset cost, as shown in the accounting records. 

3. If the accounting software calculates depreciation automatically, the Accountant 
should print out the depreciation calculation sheet, sign it and submit it to the Senior 
Accountant for review and approval.  
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4. The Senior Accountant should review the calculation sheet, sign it, and send it back 
to the Accountant. 

5. The Accountant prepares the depreciation journal voucher based on the calculation 
sheet and notifies the Senior Accountant to review and post the journal voucher. If 
the accounting software prepares the journal automatically, the Accountant should 
review the journal and ensure it matches the automatic calculation sheet and notify 
the Senior Accountant to post the journal. 

6. The Senior Accountant reviews the journal voucher and ensures the following: 

 All fixed assets are included; 

 The depreciation rates used are in compliance with the authorized 
rates; 

7. The Senior Accountant posts the journal voucher to the General Ledger and submits 
the journal, attached with the calculation sheet, to the Financial Controller for review.  

8. The Accountant should file the voucher in the journal vouchers file.  



Fixed Assets 
 

 

 

 

111 

 

pwc 

III. Disposal of Fixed Assets  

Purpose 

To provide guidelines for the disposal of the MDLF fixed assets.  

Policy 

1. The Administrative Department is responsible for identifying the following: 

 Obsolete assets; 

 Damaged beyond repair assets; 

 Completely used assets; 

 Junk assets; 

 Mysterious disappearance; 

 Involuntary conversion. 
2. Disposing of a fixed asset requires removing the asset’s net book value from the 

accounting records. This involves removing the original cost and the accumulated 
depreciation of the asset. 

3. Any difference between the proceeds received and the net book value represents a 
gain or loss on the disposal of fixed assets. 

4. This gain or loss should be recognized in profit and loss for the year in which the 
asset was removed. 

Procedures 

1. The Administrative Department is responsible for identifying the fixed assets that 
need to be disposed and should obtain the required approvals. The Administrative 
Department should perform the following: 

 Complete an appropriate form to dispose the asset signed by the asset user; 

 Obtain the approval of the department's manager to dispose the asset; 

 Obtain the recommendation of the appointed disposal committee. 

 If the historical cost of the disposed asset exceeds 5,000 USD, the General 
Director should nominate a committee, which should consist of the Financial 
and Administrative Manager, the General Director of Operation, Procurement 
Manager, and professional staff in the related subject.  The committee will 
recommend the General Director of the actions to be taken.  

 If the historical cost of the disposed asset exceeds $10,000, the approval of 
the Board of Directors is a must and should be obtained.  

2. The Administrative Department provides the Financial Department with a copy of the 
approved forms. 

3. The Financial and Administrative Manager will review the request and if approved, a 
committee will be formed by the General Director to approve the disposal. 

4. The committee will consist of the Financial and Administrative Manager, an employee 
of the Administrative Department, and an employee from the department of which the 
asset will be disposed.    

5. The Committee should prepare and sign a report of the status and identification of 
the assets intended to be disposed, reason of disposition, the suggested disposition 
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method, any prospected losses or gains that can result from the disposal transaction, 
and the committee's recommendation. 

6. The report will be submitted to the General Director for final review and approval. 

7. The Administrative Department will be responsible for following up on disposing the 
assets based on the committee's recommendation report and the approval of the 
General Director and/or the Board of Directors, if needed.    

8. The Administrative Department should prepare a fixed disposition report and submit 
it to the Financial and Administrative Manager when the disposal transaction is 
complete. 

9. The Financial and Administrative Manager will review and approve the disposition 
report and will submit it to the Accountant to record the disposition transaction. 

10. The Accountant should make the following journal entry to record the disposition 
transaction: 

 
 

 

 

 

 

 

11. The Senior Accountant should review and post the journal entry and submit it to the 
Financial Controller for review and approval. 

12. The Accountant should attach the approved disposition report to the journal voucher 
and file it in the journal vouchers accounting file. 

13. The Senior Accountant should ensure that the disposition of the fixed assets is 
reflected in the fixed assets register by the Administrative Department. (See the 
Recording of Fixed Assets into Assets Register Procedures). 

Disposition through sale – Gain: 

Dr. Cash                                      XXXXX 

Dr. Accumulated Depreciation XXXXX 

                       Cr. Fixed Assets                        XXXXX 

                      Cr. Gain on sale of fixed assets XXXXX   

Disposition through sale – Loss 

Dr. Cash                                       XXXXX 

Dr. Accumulated Depreciation    XXXXX 

Dr. Loss on sale of fixed assets XXXXX 

                       Cr. Fixed Assets                      XXXXX 

Disposition through- Non cash transaction: 

  Dr. Accumulated Depreciation   XXXXX  

 Dr. Loss on Disposal of FA         XXXXX 

                            Cr. Fixed Asset                    XXXXX 
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IV. Fixed Assets Identification 

Purpose 

To provide guidelines for the Identification of MDLF fixed assets.   

Policy 

1. To ensure that each individual asset has a unique identification. An identification 
number should be assigned and tagged for all fixed assets (other than land, 
buildings). This tag must have a unique identification number that will be associated 
with the asset and becomes a part of the asset’s record. 

2. The identification number will be comprised of four components: 

 Fiscal year of the original acquisition (4 digits); 

 Asset type (1 character letter); 

 Location (i.e. room number); and 

 A sequential number. 

3. The Administrative Department will be responsible for tagging fixed assets. 

Procedures 

1. The Administrative Department is responsible for identifying all MDLF fixed assets 
with tag labels; and should maintain a list of the used identification codes. 

2. A copy of Receiving Reports of newly acquired fixed assets should be maintained by 
the Administrative Department in order to tag the acquired assets and update the 
fixed assets register (See Acquisition, Costing & Capitalization of Fixed Assets 
procedures). 

3. Immediately after receiving the fixed assets receiving report, the Administrative 
Department should prepare tags and stick them to the acquired assets. 

4. The Administrative Department should update the fixed assets register, immediately 
after preparing the identification codes/labels (See Fixed Assets Register and 
records Procedures). 

5. The Financial Controller, semiannually and on a sample basis, should compare 
between the fixed assets register and the existing fixed assets to ensure the 
existence of the assets and whether the assets are properly identified/tagged (See 
Fixed Assets Register and records Procedures and see also Fixed Assets Physical 
Count and Reconciliation). 

6. The Financial Controller should report to the Financial and Administrative Manager 
on any variances between the register and the count performed. 
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V. Fixed Assets Register and Records 

Purpose 

To provide guidelines for the maintenance of a fixed assets register and records.   

Policy 

1. The Administrative Department should maintain an updated fixed assets register that 
contains: 

 Description of the asset  

 Name of the asset 

 Identification number (tag number) 

 Cost of the asset 

 Date of acquisition 

 Location of use 

 Estimated life and mode of disposal 
2. The registering process should be computerized.  

Procedures 

1. The Administrative Department is responsible for maintaining an updated fixed 
assets register of the MDLF fixed assets. 

2. The Receiving Reports of newly acquired fixed assets should be prepared and 
maintained by the Administrative Department (See Acquisition, Costing & 
Capitalization of Fixed Assets procedures). 

3. Immediately after preparing the fixed assets receiving report and after preparing the 
necessary identification codes, the Administrative Department should update the 
fixed assets register and provide the Financial Department with a copy for review and 
approval. 

4. The Administrative Department should file an updated and approved copy of the 
register. 
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VI. Fixed Assets Physical Count and Reconciliation  

Purpose 

To provide guidelines for the periodic physical count and reconciliation of MDLF fixed 
assets.   

Policy 

1. The Administrative Department together with the Financial Department are 
responsible for the periodic physical count of fixed assets.  

2. Physical count of fixed assets should be performed annually by a special fixed assets 
physical count committee. 

3. Fixed assets register should be checked and verified by the Financial Department 
semi-annually and on a sample basis. 

4. Fixed assets recorded in the register should match those recorded in the accounting 
system; and if any deviations, differences should be identified, investigated, properly 
reported, and resolved. 

5. In addition to locating, counting and recording fixed assets, details such as the 
identification codes/labels, location and status of the assets should be remarked. 

Procedures 

Semiannual Verifications: 

1. The Financial Controller, semiannually, should obtain an updated copy of the fixed 
assets register from the Administrative Department. 

2. The Financial Controller will select a sample of 40-50 fixed asset items and ensure 
that the selected fixed assets: 

 Exist and in use; 

 Properly maintained; 

 Fixed assets are properly recorded in the register. 

3. The Financial Controller should prepare and sign a brief report of the work 
performed, and should submit it to the Financial and Administrative Manager for 
review and approval. 

4. The report should summarize the work performed by the Financial Controller, and 
whether there are any deviations. 

5. The Financial and Administrative Manager will coordinate with the Administrative 
Department to investigate and resolve any deviations. 

Annual Physical Count: 

1. During the Month of December, and before the end of each year, a fixed assets 
physical count committee should be officially formed by the General Director. 

2. The Committee should consist of the Financial Controller, an employee from the 
Administrative Department, an employee from the Technical or IT Department, and 
employees from other departments, if required, and the MDLF Internal Auditor and 
External Auditor. 
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3. Official invitations for the attendance of the fixed assets physical count should be 
submitted to the MDLF Internal and External Auditors.  

4. The tasks of the Committee should be prepared by the Financial and Administrative 
Manager and approved by the General Director. 

5. The Financial and Administrative Manager should send a copy of the tasks 
description to every member of the Committee, in order for each member to know the 
details of the assignment and his/her role in the count. 

6. The Financial and Administrative Manager should provide the physical count 
committee, the Internal Auditor and the External Auditor with a copy of the fixed 
assets report. 

7. The report should include fixed assets items and the quantity of each item. 

8. The Committee should record the actual quantity of each fixed asset item, as 
revealed by the physical count. 

9. The Committee should prepare a physical count report, sign it and submit it to the 
Financial and Administrative Manager for review and approval. 

10. The Financial and Administrative Manager should provide the General Director with 
the fixed assets physical count report for review and approval. 

11. The Financial and Administrative Manager should send the report, after being review 
and approved by the General Director, to the Senior Accountant to prepare 
necessary adjustments to the fixed assets ledger in the accounting software. 

12. The Senior Accountant will prepare necessary adjusting journal vouchers and submit 
them to the Financial Controller. 

13. The Financial Controller should review the journal vouchers, ensure they were 
executed properly, and sign them. 

14. The Financial and Administrative Manager should approve the adjusting journal 
entries. 

15. The approved report and the adjusting journal entries should be filed at the Financial 
Department in order to be reviewed by the External Auditor.  
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Process Maps: 
Acquisition of Fixed Assets 

The Administrative 
Department 

receives invoice 

Supplier Invoice

The Administrative 
employee reviews 

the invoice and 
attaches it with all 
related documents 

Verified?

NO

The Administrative 

employee sends 

invoice back to 

supplier

YES

Administrative 
employee sends 

documents to the 
Financial Department 

for recording

The Financial 

department 

records invoice

System entry

Financial and Admin 
Manager reviews 

invoice and 
approves in order to 

initiate payment

Approved?

NO

Procurements 

Department 

prepares receiving 

report

Receiving Report

The Admin 
Department updates 

the fixed assets 
register and updates 

identification tags

YES

The Accountant 
records the 

purchase in the 
accounting system

System entry

Senior Accountant 
reviews, posts the entry 

and sends it with 
supporting documents 
to Financial and Admin 

Manager

A

Internal purchase 

request, receiving 

report, deduction at 

source, & contract
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A

YES

Approved? NO

Financial and 

Admin Manager 

returns voucher 

and documents to 

Senior Accountant

The Accountant 
initiates payment 

process

Senior Accountant 
ensures that fixed 
assets are tagged 

with specific 
numbers

Any Delays?YES

Senior Accountant 
reports delays to the 
Financial and Admin 
Manager to initiate 

process

Fixed Assets 
Identification 

Process

NO

Senior Accountant 
ensures that assets 
are recorded in the 
fixed assets register

Any Delays?

YES

Senior Accountant 
reports delays to the 
Financial and Admin 
Manager to initiate 

process

NO

Fixed Assets 
Register and 

Records 
Process
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Receiving of Donated Fixed Assets 
 

The Administrative 
Department 

prepares a receiving 
report

The Admin 

Department 

receive donated 

assets

Receiving Report

Financial and Admin 
Manager sends report 

to financial 
department to record 

assets received

The Financial and 
Admin Manager 

determines the fair 
value of received 

assets 

The Admin 
Department obtains 
copy of the receiving 
report to update the 

register and tags

The Accountant 
records the received 

assets values into 
the system against 

revenues

The Administrative 

Department 

updates register

Register 

Updated

The Accountant 
sends documents to 
Senior Accountant 

for review and 
posting

System entry

Senior Accountant 

signs and sends 

documents to 

Financial 

Controller

Senior Accountant 
ensures that fixed 
assets are tagged 

with specific 
numbers

Approved?

NO

Yes

Senior Accountant 
sends voucher 

Financial to 
Controller

Any Delays?YES

Senior Accountant 
reports delays to the 
Financial and Admin 
Manager to initiate 

process

Fixed Assets 
Identification 

Process

NO

Senior Accountant 
ensures that assets 
are recorded in the 
fixed assets register

Any Delays?

YES

Senior Accountant 
reports delays to the 
Financial and Admin 
Manager to initiate 

process

NO

Fixed Assets 
Register and 

Records 
Process
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Depreciation of Fixed Assets 

 

At month end, the 
Accountant 
calculates 

depreciation 

Electronic 

calculation
Manual 

Calculation

Calculation Sheet

Senior Accountant 
reviews and signs 

the calculation sheet
Approved?

YES

NO

Accountant 

records entry into 

the system

System Entry

The Accountant 
prints entry journal 

and signs it

Journal voucher

Senior Accountant 
posts the entry 

and signs it

Senior Accountant 
forwards the 

voucher to the 
Financial Controller

Approved?

YES

NO

The Financial 
Controller reviews 

and signs the 
voucher

The Accountant files 
voucher with all 

related documents

Accounting 

Files

The Accountant 
calculates 

depreciation based 
on Category, cost 

and rates

The Accountant 
prints calculation 
sheet and signs it

Senior Accountant 
ensures all assets 

included and correct 
depreciation rates
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Disposals 

 

The Administrative 
Department 

identifies assets that 
need disposal

The Administrative 
Department fills 
disposal forms 

regarding the assets 
to be disposed of

Disposal forms

The user of the 
assets to be 

disposed of signs the 
disposal form

Administrative 
Department 

requests approval 
on disposal from the 
related Department 

Manager

Approved?

YES

The Administrative 

Department 

determines value 

of assets

NO

Value above 

$5,000?

YES

NO

The Administrative 
Department obtains 

approval of the 
Financial and Admin 

Manager

Approved?

YES

Value above 

$10,000?

YES

NO

Financial and Admin 
Manager and the 

General Director of 
Operation review 

form

The Admin 
Department obtains 
approval of General 

Director and BOD

The Administrative 
Department 

forwards approved 
form to the Financial 

Department

Financial and Admin 
Manager reviews 

the form

Disposal form to 

Financial 

Department

A

NO

End of Process
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A

The General Director 
forms a committee 

to approve the 
disposal

The committee must 
include: Financial and 

Admin Manager, Admin 
and related 

department employees

The committee 
prepares and signs a 

disposal report includes 
descriptions & reasons 

of disposal

Disposal report
The committee 

sends the report to 
the General Director 

for approval

Approved?

NO

YES

The Administrative 
Department prepares a 
post disposition report 

and sends it to Financial 
and Admin Manager

Post disposition 
report

Financial and Admin 
Manager reviews 

the report and sends 
it to Accountant

Approved?

YES

The Accountant 
records the disposal 

System entry

Senior Accountant 
reviews and posts 
the entry recorded

Approved?

NO

YES

Financial Controller 
approves and signs 

the voucher
Approved?

NO

Yes
B
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B

The Accountant files 
the voucher and 

related documents 
in the respective 

files

Accounting 

Files

Senior Accountant 
ensures that the 

disposal is reflected 
in the assets register

Fixed Assets 
Register and 

Records 
Process
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Assets Identification 

 

 

Acquisition, 
Costing and 

Capitalization 

Receiving of 
Donated fixed 

assets 

The Administrative 
Department obtains 

copy of receiving 
report to update the 

assets register

Receiving report

The Administrative 
Department 

prepares tags and 
sticks them to the 

acquired assets 

Tagging of assets

The Administrative 
Department updates 

the assets register 
according to the 

labels used 

Financial Controller on 
semiannual & random 

sample basis 
compares between 

register and tags

Register 

Updated

Deviations 

exist?
No

Yes

Financial Controller 
reports differences 
to the Financial and 

Admin Manager

Fixed Assets 
Register and 

Records 
Process
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Register and Record Assets 

 

Acquisition, 
Costing and 

Capitalization 

Receiving of 
Donated fixed 

assets 

Fixed assets 
Disposals

Fixed assets 
identification

Receiving of 

assets

The Administrative 

Department 

receives assets

The Administrative 
Department updates 

the fixed assets 
register

Register 

updated

Administrative 
Department 

provides Financial 
department with 

copy to review and 
approve

Updated register
Approved?

NO

YES

Administrative 
Department files a 

copy of register 
when needed

Admin 

Files

Receiving Report
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Physical Counts and Reconciliations – Semiannual 
Verification 

 

At mid-year, Financial 
Controller obtains a 
fixed assets register 

from the Admin 
department

Fixed assets 

register

Financial Controller 
selects a sample of 

40-50 assets & 
ensures they exist 
and are properly 

recorded

Sample selection

Financial Controller 
prepares a summary 
report and submits 
it to the Financial 

and Admin Manager

Summary count 

report

The Financial and 
Admin Manager 

reviews and 
approves the report

Approved?

NO

Yes

The Financial 
Controller coordinates 

with the 
Administrative 

Department to resolve 
any deviations if any

Admin count 

data

The Financial 

Controller resolves 

differences with 

Administrative 

Department

Deviations 

exist?

YES
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Physical Counts and Reconciliations – Annual 

During December 
and before year 

end, General 
Director forms a 
count committee

 Committee consists of: 
Financial Controller, Admin 

& IT employees, external 
and internal auditors & 

others if needed

The Administrative 
Department sends 
invitations to the 

external and 
internal auditors 

The Financial and 
Admin Department 
prepares tasks of 

committee 
members

Tasks approved by 

general director?

Committee task 
descriptions

Prepare task 

descriptions

YES

NO

Financial and Admin 
Manager sends a 

copy of tasks to the 
members of 

committee to inform 
them about duties

Financial and Admin 
Manager sends a 
copy of the fixed 

assets report to the 
internal and 

external auditor

The committee 
counts the actual 

fixed assets existing 
and reports the 

results

The committee 
prepares a count 

report, signs it and 
sends it to the 

Financial and Admin 
Manager for 

approval

Approved?

YES

Financial and Admin 
Manager prepares a 
count report, signs 

it and sends it to the 
General Director for 

approval

NO

Approved?

Senior Accountant 
obtains report and 

adjusts ledger if 
needed

YES

NO

Ledger updated

A
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A

Senior Accountant 
prepares adjusting 
entries if needed

System entry

Journal Voucher

The Financial 
Controller reviews 
and approves the 
journal vouchers 

Approved by 

Financial 

Controller?

NO

YES

Approved by 

the Financial and 

Admin Manager?

NO

The Financial 
Department files 

the approved report 
to be reviewed by 
external auditors

YES

File
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I. Time Keeping and Reporting 
 

Purpose 

The purpose of this section is to provide guidelines for timekeeping of MDLF employees' 
work.  

Policy 

1. Monitoring and timekeeping of MDLF employees.  

2. Employees should sign in and out using the electronic time-keeping machine.  

3. The responsibility for supervision and time-keeping functions must be assigned to an 
employee who is not part of the payroll function at the Department of Administration 
and Human Resource, and does not take part in the payroll processing, 
disbursement, or any general ledger functions. 

4. All time sheets must be reviewed and approved by the employees’ supervisors. 

5. The time sheets must indicate hours worked, overtime hours, and other special 
benefits. 

6. The employee supervisor must approve all sick leaves, vacations, holidays, and 
overtime. A special form must be submitted for approval by the supervisor before 
vacation is taken.  

7. Overtime must be approved before actual working hours, and the approval of 
overtime is part of the approval of the time sheet.  

8. Holidays must be reported on time sheets only; no other form is required to be 
submitted.  

9. Employees must follow management instructions for holidays. 

10. Overtime may be required on a periodic basis.  Supervisors are responsible for 
authorizing any overtime and notifying employees of such extra work hours in 
advance, if possible. A special form should be prepared, signed and submitted to the 
Department of Administration and Human Resource by the supervisor. 

Procedures 

1. Employees should sign in and out using the electronic time-keeping machine.  

2. The Department of Administration and Human Resource should monitor employees' 
attendance and leave and update payroll information on the salaries software. 

3. The Department of Administration and Human Resource should also monitor 
employees' vacations, holidays, sick leaves, other types of leaves in addition to their 
overtime hours and other benefits and should make sure all these are supported with 
approved forms and accordingly update payroll information on the salaries software. 
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II. Payroll Processing and Payment 

Purpose 

The purpose of this section is to provide guidelines for MDLF employees' payroll 
processing and payment and to ensure that payroll processing is accurate and 
performed on a monthly basis.  

Policy 

1. The Department of Administration and Human Resource is responsible for preparing 
the following: 

 Payroll monthly calculation sheet; 

 Payroll wire transfer; 

 Payroll journal entry. 

2. Employees' payroll should be paid from MDLF designated bank account. 

3. The personnel and payroll data is strictly confidential information and shall be 
restricted to the authorized persons only. 

4. Employees' salaries are considered confidential and should be strictly protected in 
the Department of Administration and Human Resource files.  

5. Employees' salaries are calculated and prepared using the HR system. 

6. Payroll processing should start by the 25th day of each month so that salaries are 
ready for payment by the end of the month. It is prohibited by law to delay the 
payment of salaries for more than five working days from the due date.  

7. Deductions for employees’ advances and receivables should be made from payroll. 
Transactions involving deductions from employees’ salaries should be processed 
promptly and reflected in the monthly payroll. 

8. The amount of deduction of employees' advances should be agreed upon with the 
employee. However, any advances to employees should be covered from 
employees' salaries within the year in which the advances were made to them.  

9. Payroll payment must be supervised by employees who are not responsible for hiring 
or firing people, employees who do not approve time reports, and employees who do 
not take part in payroll preparation. 

10. If salaries were not paid prior to month’s closing, a journal voucher must be prepared 
to reflect the accrual of salaries. The accrual should be reversed when payroll is paid 
in the following month. 

11. Payroll income tax is to be 100% deducted in accordance to Palestinian Tax Law, 
and any exemption must be supported with documents (rent contracts, students' 
certificates, etc.). 

Procedures 

Record and Transfer of Salaries: 

1. On the 25th day of each month, the Department of Administration and Human 
Resource should initiate payroll processing procedures. 
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2. The Department of Administration and Human Resource should ensure that all 
required data are properly and completely entered into the salaries software. 

3. The system will prepare employees monthly payroll and payroll taxes and will provide 
for end of service benefit, provident fund and other allowances. 

4. A print out of salaries sheets must be prepared. The salaries sheets include all 
employees’ names, I.D. numbers, gross salary, allowances, deductions, and net 
salary 

5. The Department of Administration and Human Resource should submit salaries 
sheets to the Financial and Administrative Manager for review and approval. 

6. After reviewing and approving the salaries sheets, the Department of Administration 
and Human Resource should prepare the wire transfer. 

7. The Department of Administration and Human Resource should prepare the bank 
wire transfer and send it to authorized signatories for review and approval. 

8. Authorized signatories review and sign the transfer. 

9. After being signed by the authorized signatories, the wire transfer should be sent to 
the bank in order to be executed. 

10. A copy of the wire transfer should be submitted to the Financial and Administrative 
Manager.  

11. The Financial and Administrative Manager submits the wire transfer to the 
Administrative Department and Human resource to proceed with the process. 

12. The Administrative Department posts the entry from the salaries software to the 
accounting software automatically. The following journal is automatically created into 
the accounting software as follows: 

 

 

 

 

 

 

                                               
 
 
13. Salaries documents should be sent to the Senior Accountant in order to review 

and post the journal entry to payroll ledger.   

14. The Senior Accountant should print out the payroll journal voucher and obtain the 
approval of the Financial and Administrative Manager. 

15. The Accountant should file the voucher in the payment vouchers file. 

Record and Transfer of Payroll Tax: 

1. The Senior Accountant should prepare the payroll tax slip, the payment order and the 
bank check. 

2. The payment order and the check should be submitted to the authorized signatories 
for their review and signature.  

Dr. Salaries Expense                       xxxxx 
Dr. End of Service Benefit Expense  xxxxx 
Dr. Provident Fund Expense            xxxxx 
Dr. Family Allowances expense        xxxxx 
Dr. Transportation Expense             xxxxx 

                                         Cr. Bank                                          xxxxx 
                       Cr. Tax Payable                                xxxxx 
                                Cr. Provision for End of Service         xxxxx 
                                Cr. Provision for Provident Fund        xxxxx 

                                          Cr. Employees Advances                  xxxxx    
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3. After being signed, a copy of the signed check should be maintained at the Financial 
Department. 

4. The check should be deposited in the Tax Authorities' bank account and a Deposit 
Slip should be obtained from the bank. 

5. The Deposit Slip and the Tax Slip should be submitted to Tax Authorities in order to 
stamp the Tax Slip for clearance.   

6. The Stamped Tax Slip should be submitted to the Accountant in order to be 
recorded.  

7. The Accountant will prepare the following journal entry: 

 

 

 

8. The Senior Accountant should post the journal entry into the accounting system. 

9. The Financial Controller should review and approve the payment voucher. 

10. The Accountant should file the payment voucher, attached to a copy of the check and 
the Stamped Tax Slip. 

 
      

                        Dr. Tax Payable   xxxxx 

                                                  Cr. Bank xxxxx 
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III. End-of-Service Benefit 

Purpose 

The purpose of this section is to provide guidelines for calculation, processing, and 
payment of MDLF employees' end of service.  

Policy 

1. End of service benefits should be computed and recorded monthly. 

2. MDLF employees become vested in the end-of-service benefit plan upon completion 
of 12 months employment with the institution.  

3. MDLF starts computing and recording end-of-service benefit of new employees after 
the probation period of those employees. 

4. Any employee who works more than 12 months is entitled to end-of-service benefits. 

5. The MDLF is to maintain a separate bank account for end-of-service contributions, 
after obtaining the approval of MDLF Board of Directors. 

Procedures 

Calculating and Recording of the End-of-Service Benefit 

1. The Department of Administration and Human Resource is responsible for 
calculating and recording employees' end of service benefits. 

2. The end-of-service benefits must be calculated based on the number of actual years 
worked with the MDLF, at the end of each month, and the last salary paid to the 
employee excluding overtime. The difference between the balance in the provision of 
the current month and the previous month is the end-of-service benefit expense for 
the current month. 

3. The end-of-service benefit should be calculated together with the salaries and they 
should be reviewed and approved by the Financial and Administrative Manager.  

4. The Financial and Administrative Manager approves the calculation sheet and 
reviews it to make sure that salaries on the salaries sheet are consistent with salaries 
recorded in the calculation sheet, and that employees on both schedules are the 
same, except for the newly assigned employees who have been working for less 
than one year.  

5. The end-of-service benefit is recognized and recorded together with the monthly 
salaries on the salaries software (See Payroll Processing and Payment Procedures) 

6. If the MDLF has separate bank account for the end-of-service benefit, the Accountant 
should prepare a payment order to transfer the amount from MDLF bank account to 
the end-of-service bank account. The payment order should be prepared and 
approved; and the following entry should be made after the transfer takes place: 

 

 

 

7. The Senior Accountant should approve and post the journal voucher. 

 

              Dr. ESB Bank Account                        xxxxx 
      Cr. MDLF Main Bank Account               xxxxx 
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End-of -Service Payments 

1. An employee shall submit a one-month notice of resignation before ending his/her 
services and to be entitled to his/her rights. 

2. After the resignation is approved by the employee’s supervisor, a copy is sent to the 
Department of Administration and Human Resource to begin the processing of the 
transaction. 

3. The Department of Administration and Human Resource shall review the employee’s 
file for any unrecorded sick leaves, or unpaid vacations, and prepare the calculation 
of the end of service benefits taking into consideration fractions of years worked. 

4. If the employee has any other unpaid benefits, such as vacation or unpaid salaries, 
they should be calculated and summed up with the calculated end of service benefit.  

5. The Department of Administration and Human Resources should ask the employee 
to hand over anything that belongs to the MDLF. 

6. The Department of Administration and Human Resource should prepare an end-of-
service settlement letter which indicates that the employee has handed over anything 
that belongs to the institution, and that he has received all his benefits and he does 
not have any claims against the MDLF.   

7. The documentation (the calculation sheet and the end of service settlement letter) to 
be sent with the employee file to the Financial and Administrative Manager for review 
and approval.  

8. The Financial and Administrative Manager sends the calculation after reviewing and 
revising it to the Accountant in order to prepare the journal entry and the payment. 

9. The Accountant should prepare a payment order to transfer the amount to the 
employee's bank account and should send the payment order to be approved by the 
authorized signatories. 

10. The Accountant should make the following entry, after the transfer takes place: 

 

 

 

11. The documents are returned back to the Financial and Administrative Manager for 
authorization of the transaction, and posting it to the system. 

12. The Accountant should file the journal vouchers properly in the accounting files. 

 

 
 

          Dr. Provision for ESB        xxxxx 
                                   Cr. Bank        xxxxx 
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Process Maps: 

 

Time Keeping and Reporting 
 

Employees sign in 
and out using time-

keeping machine

 The Admin and HR 
Department 

monitors 
Employees’ 

attendance & leaves

Attendance 

data is stored 

into system

The Admin and HR 
Department updates 
the salaries software 

data

Salaries 

software 

uodated
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Payroll Processing and Payment 

 

Time Keeping & 

Reporting

On the 25th of each 
month, the Admin & 

HR Department 
ensures system data is 

complete 

System prepares 
salaries, taxes, 

and end of 
service benefits 

allowance

Admin & HR 
Department 

prepares salary 
sheets including all 

details needed

Salary Sheets

Financial and Admin 
Manager reviews 

and approves salary 
sheets

Approved?

YES

The Admin & HR 
Department 

prepares wire 
transfer forms

NO

Transfer Forms

Authorized 
signatories review 

and sign the transfer 
forms 

Approved?

YES

NO

The Admin & HR 
Department sends 
the bank transfer 
forms to the bank 

for execution

The Admin & HR 

Department sends 

a copy of transfer 

to Financial and 

Admin Manager
A
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A

Admin & HR 
Department posts 
salaries entry from 
salaries system to 
accounting system

Entry posted to 

accounting 

system

Admin & HR 
Department sends 

salaries documents to 
the Senior Accountant 

for approval

Salaries Entry and 

Documents

The Senior 
Accountant reviews 

and posts the 
salaries entry

Approved?

NO

The Senior 
Accountant prints 
journal entry and 

approves it

Salaries Voucher

Financial and 

Admin Manager 

approved?

NO

YES

Accounting 

Files

The Senior 
Accountant files the 

voucher in the 
payment vouchers 

file

Accounting Files
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Payroll Taxes Processing and Payment 
 

The Senior 
Accountant 

prepares payroll tax 
slip, payment order 

and bank check

Payment orderTax slip Bank check

Senior Accountant 
sends payment 
order and bank 

check to authorized 
signatories

The authorized 
signatories sign and 

approve the 
payment request 

and check

Approved?YES

NO

Senior Accountant 
sends the check to 
be deposited at the 
bank and obtains a 

deposit slip

Bank Deposit slip

Copy of Bank 

check

The Senior 
Accountant 

forwards the deposit 
and tax slip to the 

tax department 

Tax and deposit 

slips

The Senior 
Accountant gets the 
slips stamped by the 
tax department for 

clearance 

System Enrty

The Accountant 
records tax slip 
amount on the 

accounting system

The Senior 
Accountant posts 
the journal entry 
into the system

Payment Voucher

The Financial 
Controller reviews 
and approves the 
payment voucher

A

Accounting 

Files
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A

Approved?

YES

NO

The Financial 

Controller returns 

voucher to 

Accountant

The Accountant files 
the payment 

voucher with copy 
of check and the 
stamped tax slip

Accounting 

Files
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Recording End of Service Benefits 
 

On monthly basis, 
Admin & HR 
Department 

calculates and 
prepares end of 
service benefits 

Salaries and 

Employees 

Data

End of Service 

sheets

Admin & HR 

Department sends 

sheets to Financial 

and Admin 

Manager

Financial and Admin 
Manager compares 
salaries sheets with 

end of service 
sheets to check for 

differences

Salaries sheets

Any 

Differences?
YES

NO

The Financial and 
Admin Manager 

approves and signs 
the end of service 

benefit sheets

Approved?YES

YES

NO

The Accountant 
records the end of 
service benefits on 
the system upon 
recording salaries

System entry
Separate 

Bank Account for 

Benefits?
NOEnd of Process

YES

The Accountant 
prepares payment 
order to transfer 
benefits to bank 

account

Payment Order
Authorized 

signatories approve 
and sign the 

payment order 

Approved?

YES

NO

The Accountant 
record payment in 
the system through 

an entry

Payment voucher

System entry

Senior Accountant 
approves and posts 

the journal entry 
into the accounting 

system

Approved?

NO

YES Entry posted
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Payment of End of Service Benefits 

 

Employee submits a 
one-month notice of 
resignation before 

leaving his/her 
services

One-month notice 
of resignation

The employee’s 
supervisor approves 

and signs the 
resignation letter

Approved?

YES

NO

Supervisor refers 

to employee and 

explains reason

The employee 
forwards a copy to 

the Admin & HR 
Department for 

processing 

Copy of notice to 

Admin & HR 

Department

The Admin & HR 
Department reviews 
employee’s file for 
any unrecorded or 

unpaid leaves

Employee’s file
Unrecorded 

leaves?
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The Admin & HR 
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records such 

differences

NO

The Admin & HR 
Department 

calculates end of 
service 

The Admin & HR 
Department obtains 
any assets belong to 

MDLF kept by the 
employee 

The Admin & HR 
Department 

prepares an end of 
service settlement 

letter

Settlement letter
The employee signs 
the letter to indicate 

clearance with 
MDLF
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Admin Manager 

reviews and approves 
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and settlement 

Approves? YES

NO

The Accountant 
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A

The Accountant 
prepares journal 

voucher

Journal Voucher

Authorized 
signatories sign the 

payment order
Approved?

YES

NO

Supporting 
documents are sent 

to Financial and 
Admin Manager for 

approval and 
posting into the 

system

Approved?

YES

The Accountant files 
the voucher and 

related documents 
in the accounting 

files

NO

Accounting 

Files
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Closing Accounts 

Purpose 

1. The purpose of this section is to set guidelines for the closing of the accounting 
books. 

2. This policy establishes the standards and procedures for ensuring that the MDLF 
accounts for monthly accruals in compliance with management’s objectives and 
IFRS.  

3. The purpose of monthly accrual procedures is to allocate Expenditures to the proper 
accounting period and match Expenditures with related revenues and budgets.  At 
the close of each month, accrual procedures are needed to ensure that all 
Expenditures and revenues related to that month are properly included in the fund’s 
Financial Statements.  Accrual process shall be accomplished in a timely and 
accurate manner and must be in compliance with all applicable financial and 
accounting standards.   

Policy 

General  

1. A timetable exists for completion and confirmation of input and adjustments which 
allows for the production of financial and management accounts on a timely basis.  

2. The Financial and Administrative Manager is responsible for the maintenance of the 
monthly closing and for capturing all non-routine issues and tracks the amounts and 
the necessary accounting treatment. 

Monthly Closing  

1. The Financial Department shall close books on a monthly basis, no later than five 
business days following the end of the month. 

2. The closing process prevents any person from entering a transaction dated in the 
previous period, so any related party to data entry shall make sure that all 
transactions were recorded in the system before the end of five business days of the 
following month. 

3. The Senior Accountant shall make sure that all saved transactions were posted 
before the start of the closing process. 

4. In case the Financial and Administrative Manager approves the opening of the closed 
month, the month shall be opened and immediately closed after posting the entry. 

Year End Closing  
1. Year-end closing shall be no later than 30 days after the end of the financial year. 
2. The year-end closing shall be performed in two stages: the first stage at the end of 

year, as a temporary closing, and; the second stage after reopening the software for 
the purpose of entering adjusting journal entries, and then closing the year to roll 
over. 

3. Backup of all the information shall be performed before performing any monthly or 
annual closing. 

4. The Senior Accountant shall review the valuation of reserves or other account 
balances based on estimates, and these reserves shall be approved by the Financial 
and Administrative Manager before the closing process take place. 
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5. All adjusting entries shall be made by Accountants, reviewed by the Senior 
Accountant and the Financial Controller, and approved by the Financial and 
Administrative Manager before being posted to the system. 

6. Each account shall be examined, with the balance verified with reference to 
supporting schedules. 

Procedures 

1. On the 1st business day following the end of the month, the Senior Accountant 
should review and post all approved but not posted entries from the previous month. 

2. On the 2nd business day following the end of the month, the Senior Accountant 
should determine whether any accruals should be made. In determining what 
accruals should be made, the following should be considered: 

 Prior month accruals and new agreements that need accruals.  

 The Expenditures must have been incurred during the month being closed; 
that is, the product or service must have been received on or before the last 
day of the month in order to qualify as an expense.  Even though an expense 
may have originally been budgeted in the month, it does not qualify for 
accrual unless the product or service was actually received by the MDLF. 

 Payroll taxes withheld shall be recorded at the time of the related payroll. 
Other Payroll withholding should be recorded when the related payroll is 
recorded. 

 If payment is due prior to performance, the amount should be accrued to 
Prepaid Expenses. 

 Depreciation should be monthly recorded.  

 Foreign exchange losses and gains.  

3. If accruals are to be made, the Accountant should record the accruals into the 
accounting system by the end of the 3rd day, for the accrual to be recorded prior to 
the deadline for closing the books for the month. 

4. All recorded journal entries must be approved by the Senior Accountant,  and then 
delivered with the ledgers and the trial balance to the Financial Controller and 
Financial and Administrative Manager for approval, 

5. The Financial Controller should perform the following procedures, before submitting 
the reports to the Financial and Administrative Manager:  

 Confirm significant balances with third parties. 

 Reconcile general ledger balances regularly to subsidiary ledger balances. 

 Compare journal entry activity reports periodically to supporting 
documentation. 

 Perform a one-to-one check of the listing of recurring period end closing 
entries/adjustments to the journal entries actually recorded to validate 
completeness. 

 Ensure that all nonrecurring period end closing entries/ adjustments entered 
into the accounting system are compared via a one-to-one check of post-
input/update reports to information contained in the source documents to 
verify the completeness and accuracy of all critical field data. 
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 Ensure that all recurring and nonrecurring closing adjustments are approved 
by the appropriate level of management and compared to source documents 
to verify the documentation is adequate and sufficient. 

 Compare recorded amounts to predicted amounts or subsequent 
transactions. 

 Compare recorded balances and activity periodically to outside sources of 
information. 

 Review substantiation procedures to ensure that they are proper and 
functioning as designed. 

6. Upon Financial and Administrative Manager approval, the Senior Accountant should 
post the adjusting entries and close the month in the system before the end of the 
fifth day of the month,  

7. Any entries to be recorded after closing the month should be approved by the 
Financial and Administrative Manager. One exception is for recording the adjusting 
and reclassification entries proposed by the auditors after the year end, according to 
the policy above. 

8. After monthly and year-end closing, the Accountant should print out two copies of the 
following reports from the system (no need to format), one copy should be filed as 
reference for later years and another copy should be sent to the Budgeting and 
Financial Planning Specialist. These reports shall include but are not limited to the 
following: 

 Adjusted Trial Balances 

 General Ledger 

 Balance Sheet 

 Income Statement 

 Cash Flow Statement 

 Adjusting Journal Entries 

 Reconciliations,  

9. The Budgeting and Financial Planning Specialist should perform the following: 

a. Ensure that all balances subject to evaluation are reviewed quarterly to 
determine any necessary adjustments. 

b. Analyze key ratios, trends, and variances periodically to determine required 
provisions for losses, accounts to be written-off, and additional valuation 
allowances. 

c. Review provisions, write-offs, and additional valuation allowances. 
d. Use reliable external sources to help with valuations where appropriate. 
e. Review methods and formulas used for realization, accruals, and write-offs 

periodically for accuracy and current applicability. 
f. Review all significant asset accounts at least annually to ensure recorded 

balances do not exceed net realizable values. 
g. Report results to the Financial and Administrative Manager, who will report to 

the MDLF General Director.  
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Annex: 
 
The timetable should be distributed to all appropriate staff and referred to, as 
follows:  

 

Procedure Prepared by Approved by 
Deadline – 

Day of month 

Determine needed 
entries 

Accountant None  Day  1  

Record closing entries  Accountant  Senior Accountant  Day  2  

Review  entries  Financial 
Controller  

Financial and 
Administrative 
Manager 

Day  3  

Post approved entries  Senior Accountant  Financial and 
Administrative 
Manager 

Day 4  

Print and file reports Accountant  None  Day 5  

Analyze reports  Budgeting & Financial 
Planning 

General Director Day 15  

 

 
 
Reconciliation that shall be performed: 

Reconciliation Monthly Quarterly Semi- Annually Annually 

Bank reconciliation     

Revenue account reconciliation     

Expense account reconciliation     

Projects-in-progress account reconciliation     

Accounts payable balances reconciliation     

Balances of employees’ allowances 
reconciliation 

    

All other balance sheet account 
reconciliation 

    

Petty cash reconciliation     
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Process Maps: 
 

Closing the Accounts 

 

On the 1st day following the 
end of the month the Senior 
Accountant posts approved 

but not posted entries

On the 2nd day following the end 
of the month, the Senior 

Accountant determines whether 
any accruals should be made 

The Accountant reviews and  
records the accruals into the 

accounting system prior to the 
deadline for closing the books

The Senior Accountant reviews 
all recorded journal entries 

The Senior Accountant delivers 
the journal entries with the 

ledgers and the trial balance to 
the Financial Controller and the 

Financial and Admin Manager for 
approval

The Financial Controller confirms 
significant balances with third 
parties and reconcile general 
ledger balances to subsidiary 

ledger balances  

The Financial Controller 
compares journal entry reports 
to supporting documentation 

and perform a one to one check

The Financial Controller ensures 
that all recurring and 

nonrecurring closing adjustments 
are approved by the appropriate 

level of management   

A

Approved?

NO

YES

System entry

Approved?

NO

YES

Any accruals?

YES

NO
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A

The Financial and Admin 
Manager reviews the 

adjusting entries and all 
necessary reports

The Senior Accountant posts the 
adjusting entries and close the 

month in the system before the 
end of the fifth day if the month

System entry

The Financial and Admin 
Manager approves any entries to 

be recorded after closing the 
month

Approved?

NO

YES

After monthly and year end 
closing, the Accountant prints 
out 2 copies of the following 

reports from the system 

Income Statement

Adjusted Trial 

Balance

Cash Flow 

Statement

General Ledger

Balance Sheet

Adjusting Journal 

Entries

Reconciliations

Accountant files one copy as 
reference for later years and 

another copy sent to the 
Budgeting and Planning 

Specialist  

The Budgeting and 
Planning Specialist 

ensures that all balances 
are reviewed 

The Budgeting and 
Planning Specialist  
analyzes key ratios, 

trends and variances 

The Budgeting and 
Planning Specialist 
analyzes key ratios, 

trends and variances 

The Budgeting and 
Planning Specialist 

reviews provisions, write 
off 

The Budgeting and 
Planning Specialist  

reviews provisions, write 
off 

The Budgeting and Planning 
Specialist reports results to 

General Director, Financial and 
Admin Manager and General 

Director of Operations 

File
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It is the policy of the MDLF to report on its financial operations and condition fully and 
forthrightly, on a regular basis, promptly, and following the letter and spirit of accounting 
principles it has adopted. Further, it is the policy of the MDLF to present financial 
information in a form that is useful to its stakeholders. 

Reporting 

Purpose 

To provide a consistent reporting of financial information to stakeholders 

Policy 

1. Financial information is to be provided on a timely basis using a consistent format. 

2. Financial statements are a structured representation of the financial position of and 
the transactions undertaken by the MDLF. The objectives of financial reporting are to 
provide information useful for decision making by the MDLF and its stakeholders and 
to demonstrate the accountability of the MDLF for the resources entrusted to it.   

3. The Financial Statements accomplish these objectives in the following manner: 

 Providing information about the sources, allocation and uses of financial 
resources. 

 Providing information about how the entity financed its activities and met its 
cash requirements. 

 Providing information that is useful in evaluating the MDLF’s ability to finance 
its activities and to meet its liabilities and commitments. 

 Providing information about the financial condition of the MDLF and changes 
in it. 

 Providing aggregate information useful in evaluating the MDLF’s performance 
in terms of service costs, efficiency and accomplishments. 

 
4. The preparation and presentation of the Financial Statements is the responsibility of 

the Financial Department. The Senior Accountant prepares the Financial Statements, 
the Financial Controller performs the first review, and the Financial and 
Administrative Manager will have the responsibility for final review and approval of 
them. Financial Statements must be approved by the General Director before 
disclosing them.  

5. The Financial Statements are to be prepared in accordance with the International 
Financial Reporting Standards (IFRS). 

6. The Financial Statements should be clearly identified and distinguished from other 
information in the same published document. 

7. The usefulness of the Financial Statements is impaired if they are not made available 
to users within a reasonable period after the reporting date.   

Procedures  

Following is a list of the items required in a financial package:  
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(a) Quarterly Interim Financial Reports:  

 The quarterly interim financial reports: 

 Should be prepared four times as of and for the period ended March 30, 
June 30, September 30, and December 31. 

 Should be prepared by the Senior Accountant, reviewed by the Financial 
Controller, and approved by the Financial and Administrative Manager 
and the General Director. 

 Should be reviewed by independent private and qualified auditors 
acceptable to the Donors. The auditor should issue negative assurance 
review report in accordance to ISA.  

 Reports should be ready for audit within one week from the end of period: April 
10, July 10, and October 10, and January 10. 

 Should be submitted by the auditors to donors after 45 days from end of each 
quarter.  

 
(b) Annual Audits of Programme Consolidated Financial Statements  

 The consolidated Financial Statements: 

 Should be prepared at the end of each fiscal year. 

 Should be prepared by the Senior Accountant, reviewed by the Financial 
Controller, and approved by the Financial and Administrative Manager 
and the General Director. 

 Should be audited by independent private and qualified auditors 
acceptable to the Donors. The external audit report should encompass all 
activities under the programme grant agreements, be in accordance with 
the Bank’s auditing requirements and be conducted according to 
International Standards on Auditing. 

 The audit should be performed in accordance to the Terms of Reference 
(TOR) in Annex.  

 Reports should be ready for audit within one month from the end of the fiscal 
year, and the auditors report should be completed and submitted to donors within 
six months from the end of the fiscal year.  

 The audited Programme Consolidated Financial Statements accompanied with 
auditors’ management letter will be submitted to the Donors within six months 
after the end of each fiscal year.  

 Should include the following: 

I. A complete set of Financial Statements includes the following 
components: 

i. Statement of Financial Position  

Statement of financial position is a financial statement that reports an 
organization's assets and the claims against them - liabilities and net 
assets - at a set date noted on the statement (Also called the balance 
sheet) 
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ii. Statement of Financial Performance 

Statement of Financial Performance is a financial statement that 
reports the results of an organization's business operations (revenue 
and expenses) for a set period, usually one year (Also called an 
Earnings Report, Income Statement, Statement of Income, and 
Statement of Operations) 

iii. Cash Flow Statement 

Cash flow statement is a financial statement that reports the flow of 
cash in and out of the organization for a set period, usually one year. It 
reports the operating activities, investing activities and financing 
activities of the organization. 

iv. Statement of Changes In Net Assets/Equity 

Statement of Changes in net assets/equity is a financial statement that 
reports the changes and movements that took place on net assets last 
year ending balance. 

v. Accounting Policies and Notes to The Financial Statements. 

II. The annual Programme Financial Statements should include the 
following:  

i. A Statement of Sources and Uses of funds (by Grant Category / by 
Activity showing Bank and Counterpart Funds separately);  

ii.  Statement of Cash Position for Programme Funds from all sources;  

iii. Statements reconciling the balances on the various bank accounts 
(including Bank Dedicated Account) to the bank balances shown on 
the Statement of Sources and Uses of funds; 

iv. Withdrawal Schedule - Bank Grant listing individual withdrawal 
applications relating to disbursements by the IFR Method, by 
reference number, date and amount and;  

v. The Notes to the Financial Statements for the significant accounting 
policies and all other relevant information 

 
(c) Budget Variance Analysis:  

   Should be prepared twice a year  

Semi-annual as of June, 30 and ;. 

At The third Quarter ended September 30.   

The Variance Report generated in the third Quarter should be contains 
Forecasted expenditures of the fourth Quarter of the Year and presented for the 
board of the Directors for possible budget reallocation and further analysis  

 Should be prepared by the Senior Accountant, reviewed by the Financial 
Controller, and approved by the Financial and Administrative Manager and the 
General Director. 

 Reports should be ready within one week from the end of month, 
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Annexes: 

ANNEX A- Interim Financial Reports (IFRs)  

1. Sources and Uses of Funds 

Municipal Development Program 

Sources & Uses of Funds ( World Bank ) 

For the Period from ………………. to ……………….. 

Description 

cumulative Prior period Current period (1/1/20xx-31/03/20xx) 
Forecast for 
coming Six 

Months 
Planed  Actual  Variance  Planed  Actual  Variance  

Opening Balance from Last Quarter                 

Sources of Funds (World Bank MDP)               

Total Sources of Fund                

Less Uses  of Funds                

Category  1 : Municipal Grants for Capital Investments                

                    Recurrent Expenditures for Gaza Municipalities (*1)               

Category  2 :Support to Municipal Innovations and Efficiency               

Category  3 :Capacity Building               

Category  4 :(a) Consultants’ services, goods, audit                

                   (b) MDLF Management Fee               

Total uses of Funds                

Excess of Sources over Uses of Funds                

Add Current Liabilities                

           Due to Municipalities                

           Due to Contractor               
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Total Current Liabilities                

Add (less) Gain ( loss ) from Currency Exchange                

Cash Available Per Book                

Variance For Current Q               

Total Forecast                

        

Total Fund Requested For next period   
      

Forecast for the coming Six Months. *************** 
      

Less Cash Available at Bank  ************** 

      

Total Amount to be paid by World Bank  *************** 
      

        

(*1) Details are summarized in Schedule "Recurrent Expenditures".       
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2. Sources and Uses of Funds by Donor – Planned vs. Actual 

Municipal Development Program  

Sources & Uses of Funds  By Donors - Planned Vs Actual 

For the Period from ………………. to ……………….. 

Description 

Actual  

Total     
Planned  

Variance  
W.B. Dutch AFD 

Cumulative for all 
Program Quarter  Cumulative Quarter  Cumulative Quarter  Cumulative 

Opening Balance from Last Quarter                     

Sources of Funds ( World Bank, Dutch & AFD )                   

Total Sources of Fund                    

Less Uses  of Funds                    

Category  1 : Municipal Grants for Capital Investments                   

Category  2 :Support to Municipal Innovations and Efficiency                   

Category  3 :Capacity Building                   

Category  4 :(a) Consultants’ services, goods, audit                   

                     (b) MDLF Management Fee                    

Total Uses of Funds                    

Excess of Sources over Uses of Funds    
  

  
  

  
  

      
      

Add Current Liabilities                    

           Due to Municipalities                    

           Due to Contractor                   

                    

Total Current Liabilities                    

Add ( less ) Gain ( loss ) from currency exchange                    

Cash Available Per Book                    
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3. Municipality Disbursement by Sub-Projects - World Bank 

Municipal Development Program 

World Bank -Projects -Municipality Disbursement by Sub  

 Category  1 : Municipal Grants for Capital Investments 

Nablus 
    

  
          

              

NO Project  M. Allocated Source of Fund 
WB % of 

Financing  
contracted 

Actual (Last 
Period) 

Actual (Current 
period) 

Total  Remaining Forecasting  

1     WB   100%             

2     WB   100%             

3    WB   100%             

4     WB   100%             

5     WB   100%             

6     WB   100%             

Total           0.00 0.00 0.00 0.00 0.00 0.00 

Qalqilya 
    

  
          

              

NO Project  M. Allocated Source of Fund 
WB % of 

Financing  
contracted 

Actual (Last 
Period) 

Actual (Current 
period) 

Total  Remaining Forecasting  

1         100%             

2         100%             

3         100%             

Total           0.00 0.00 0.00 0.00 0.00 0.00 

Jericho 
    

  
          

              

NO Project  M. Allocated Source of Fund 
WB % of 

Financing  
contracted 

Actual (Last 
Period) 

Actual (Current 
period) 

Total  Remaining Forecasting  

1         100%             

2         100%             

3         100%             

Total           0.00 0.00 0.00 0.00 0.00 0.00 

Bethlehem 
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NO Project  M. Allocated Source of Fund 
WB % of 

Financing  
contracted 

Actual (Last 
Period) 

Actual (Current 
period) 

Total  Remaining Forecasting  

1         100%             

2         100%             

3         100%             

4         100%             

5         100%             

Total           0.00 0.00 0.00 0.00 0.00 0.00 

Tubas 
    

  
          

              

NO Project  M. Allocated Source of Fund 
WB % of 

Financing  
contracted 

Actual (Last 
Period) 

Actual (Current 
period) 

Total  Remaining Forecasting  

1         100%             

2         100%             

3         100%             

Total           0.00 0.00 0.00 0.00 0.00 0.00 

Jenin 
    

  
          

              

NO Project  M. Allocated Source of Fund 
WB % of 

Financing  
contracted 

Actual (Last 
Period) 

Actual (Current 
period) 

Total  Remaining Forecasting  

1         100%             

2         100%             

3         100%             

4                       

                        

Total           0.00 0.00 0.00 0.00 0.00 0.00 

Hebron 
    

  
          

              

NO Project  M. Allocated Source of Fund 
WB % of 

Financing  
contracted 

Actual (Last 
Period) 

Actual (Current 
period) 

Total  Remaining Forecasting  

1         100%             

2         100%             

3         100%             

4         100%             

5         100%             
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6         100%             

7                       

Total           0.00 0.00 0.00 0.00 0.00 0.00 

Ramallah 
    

  
          

              

NO Project  M. Allocated Source of Fund 
WB % of 

Financing  
contracted 

Actual (Last 
Period) 

Actual (Current 
period) 

Total  Remaining Forecasting  

1         100%             

2         100%             

3         100%             

Total           0.00 0.00 0.00 0.00 0.00 0.00 

Tulkarm 
    

  
          

              

NO Project  AllocatedM.  Source of Fund 
WB % of 

Financing  
contracted 

Actual (Last 
Period) 

Actual (Current 
period) 

Total  Remaining Forecasting  

1         100%             

2         100%             

3         100%             

4         100%             

5         100%             

Total           0.00 0.00 0.00 0.00 0.00 0.00 

Al-beirh 
    

  
          

              

NO Project  M. Allocated Source of Fund 
WB % of 

Financing  
contracted 

Actual (Last 
Period) 

Actual (Current 
period) 

Total  Remaining Forecasting  

1         100%             

2         100%             

3         100%             

4         100%             

Total           0.00 0.00 0.00 0.00 0.00 0.00 

Salfet 
    

  
          

              

NO Project  M. Allocated Source of Fund 
WB % of 

Financing  
contracted 

Actual (Last 
Period) 

Actual (Current 
period) 

Total  Remaining Forecasting  

1         100%             
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2         100%             

3         100%             

Total         300% 0.00 0.00 0.00 0.00 .000 0.00 

JSCI 
    

  
          

              

NO Project  AllocatedM.  Source of Fund 
WB % of 

Financing  
contracted 

Actual (Last 
Period) 

Actual (Current 
period) 

Total  Remaining Forecasting  

1         100%             

2         100%             

3         100%             

4         100%             

5         100%             

6         100%             

7         100%             

8         100%             

9         100%             

Total Category 1         0.00 0.00 0.00 0.00 0.00 0.00 

  

Category  2 :Support to 
Municipal Innovations and 
Efficiency                     

Total  Category 2                     

  Category  3 :Capacity Building                   0.00 

Total  Category 3                     

  

Category  4 : 
(a) Consultants’ services, 
goods, audit                     

  (b)     MDLF Management Fee                      

Total  Category 4                     

  Total all categories                      
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4. Schedule of Recurrent Expenditures for Gaza Municipalities 

Municipal Development Program 

Schedule of Recurrent Expenditures for Gaza Municipalities 

For the Period from ………………. to ……………….. 

Recurrent Expenditures Items 
cumulative  
Prior period 

Current 
period 

 (1/1/20xx-
31/03/20xx) 

Forecast for 
 coming Six Months 

Cleaning and maintaining public land, facilities, and assets           

Road maintenance           

Maintaining public health services including water purification and pest control           

Water and electricity utilities related to the provision of municipal services           

Fuel to run electric generators and water and wastewater pumps           

Collecting and dumping solid waste in legally permissible areas           

Laboratory tests           

Maintaining and operating municipal service vehicles           

Equipment spare parts           

Vehicle insurance           

Maintaining electromechanical and IT equipment           

Carrying out advertisements under the Procurement Plan           

Office supplies           

Public awareness related to increasing municipal revenues           

Communications           

Renting service vehicles           

Salaries of contractual staff or workers           

Total           

 



Reporting 
 

                                                                         
 

 

 

149 

 

pwc 

5. Designed Account (DA) Activity Statement 

Municipal Development Program  

Designated Account (DA ) Activity Statement  

For the Reporting Period …………………… 

Project Name:………………………………….. 

IBRD/IDA Loan No. :…………………………… 

Deposit Bank :………………….                                   A/C No. : ………………….. 

Currency of DA:……………. 

PART I     

      

1 . Cumulative advances to end of current reporting period    0 

2 . Cumulative expenditures to end of last  reporting period    0 

3 . Outstanding  Advance to be accounted (Line 1 minus line 2 )   0 

      

PART II     

      

4. Opening DA balance at beginning of reporting period ( as of……...)   0 

5. Add/Subtract  : Cumulative adjustment ( if any )  0   

6. Advances from World Bank during reporting period 0   

7. Add lines 5 and 6    0 

8. Outstanding advances to be accounted for ( add line 4 & line 7 )      

9. Closing DA balance at end of current reporting period ( as of ………..)   0 

10.Add/Subtract: Cumulative adjustments (if any) 0 0 

11. Expenditures for current reporting period 0   

12. Add line 10 and line 11     

13. Add line 9 and line 12     

14. Differences (if any) (line 8 minus line 13)     

      

PART III     

      

15. Total forecasted amount to be paid by World Bank   0 

16. Less: Closing DA balance after adjustments 0   

17. Direct payments/SC payments 0   

18. Add line 16 and 17     

19. Cash requirement from World Bank for next two reporting periods (line 15 minus line 18)     

 



Reporting 
 

                                                                         
 

 

 

151 

 

pwc 

6. List of Contracts that are prior reviewed by the World Bank 

 

Municipal Development Program  

List of contracts that are prior reviewed by the World Bank 

For the Period from ………………. to ……………….. 

     

Contract # Contractor Amount US$ 
Actual 

Payments 
Remaining 

Balance 
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ANNEX B. External Auditor Terms of Reference (ToR) 

TERMS OF REFERENCE (TOR) 
FOR THE AUDIT OF THE [NAME OF PROGRAM] FOR THE YEAR (PERIOD) 

ENDED [MONTH DATE, YEAR] 
[This TOR is applicable to new operation/Program using new the disbursement 

guidelines] 
 

Background including Program Budget (Components and Categories per each 
Donor) 

The TOR should provide appropriate background information of the Program, 
including: 

a) A brief description of the Program including information on Program sources 
of funding; 

b) A general description of implementation arrangements, including the 
organizational structure of all implementing entities (if more than one);  

c) List the source and total amount of funds for the period subject to audit under 
this TOR (Bank’s loan/credit, trust funds, counterpart funds, etc); and  

d) Total disbursements / expenditures for the period subject to audit 
 

Objective 

The primary objective of the audit engagement is to enable the auditor to express a 
professional opinion as to whether (i) the Program Financial Statements (PFS) of the 
[NAME OF PROGRAM] (the Program) as of [MONTH DATE, YEAR] and for the 
fiscal year then ending, show true and fair view of the Program’s financial position at 
the end of each fiscal year and of the funds received and expenditures for the period. 
(ii) Expenditures reimbursed on basis of Statements of Expenditures (SOE) or 
Reviewed Interim Financial Reports (IFRs) are eligible to Bank financing and are 
reflected on the PFS, and (iii) the Designated Accounts have been used exclusively 
for payment of eligible expenditures as reflected in the PFS, and (iv) The Program’s 
accounting system (books and records) provides the basis for the preparation of the 
PFS, was established to record the financial transactions of the Program, and is 
maintained by the Program’s implementing agency [NAME OF PROGRAM 
IMPLEMENTING AGENCY].  For this purpose, the auditor shall carry out whatever 
necessary examinations of the statements and underlying records and control 
systems.  The Audit opinion should also state whether the Procurement Guidelines of 
IDA have been properly applied and in accordance with the TFGA. 

 

Scope 

The audit will be conducted in accordance with International Standards on Auditing 
(ISA) as published by the International Auditing and Assurance Standards Board of 
the International Federation of Accountants (IFAC), with special reference to ISA 800 
(Auditor’s Report on  Special Purpose Audit Engagements) and to relevant World 
Bank guidelines.  In conducting the Program audit, special attention should be paid to 
the following:   

a) External funds have been used in accordance with the conditions of the 
relevant general conditions, relevant financing agreements and disbursement 
letter, with due attention to economy and efficiency, and only for the purposes 
for which the financing was provided. Relevant general conditions and 
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financing agreements are [CITE RELEVANT GENERAL CONDITIONS AND 
FINANCING AGREEMENTS];   

b) Counterpart funds  have been provided and used in accordance with the 
relevant general conditions, relevant financing agreements and disbursement 
letter, and only for the purposes for which they were provided;   

c) Goods and services financed have been procured in accordance with the 
relevant general conditions, relevant financing agreements and disbursement 
letter;   

d) Necessary supporting documents, records, and accounts have been kept in 
respect of all Program ventures including expenditures reported via Summary 
Report  (or Interim Reviewed Financial Reports (Interim Reports)) if used as 
the basis of disbursement), or Designated Accounts (DAs). Clear linkages 
should exist between the accounting records and the financial reports 
presented to the Bank.   

e) Where Designated Accounts have been used, they have been maintained in 
accordance with the provisions of the relevant general conditions, relevant 
financing agreements and disbursement letter.   

f) The PFS have been prepared in accordance with generally accepted 
accounting principles and practices and relevant World Bank guidelines, and 
give a true and fair view of the financial position of the Program as of 
[MONTH DATE, YEAR] and of the resources and expenditures for the fiscal 
year then ending.   

g) Review the compliance on each of the financial covenants in the (STATE 
SPECIFIC SECTION OF LOAN/FINANCING AGREEMENT and list, as 
necessary). 

h) Ensure conducting field visits with clear mandates to verify physical progress. 
In this context, auditors should use relevant technical specialists as needed 

i) Verification of daily workers fees under recurrent expenditures to Gaza 
Municipalities; the auditor will insure the eligibility daily workers payments 
according to the funding proposal and to the respective sub- project 
agreement. Sample to be checked have to be representative of both West 
Bank and Gaza in respect to the program allocation to these areas.   

 

Quarterly Review of Interim Financial Reports 
The auditor will be expected to carry out a review for the Interim Financial Report 
(IFRs) submitted as a basis for Disbursement every Quarter. The Quarterly 
Review of IFRs will be part and parcel of the end of year financial audit. 

The objective of the interim audit is to ascertain the compliance with the terms of 
funding agreements. More specifically, it aims to ensure that disbursements 
were executed in accordance with procedures agreed to with the Donors, that 
resources received were used for eligible expenditures as spelled out in the 
Project Papers and the Grant Agreements and are in compliance with the agreed 
upon requirements. 

 

Program Financial Statements 

The Program Financial Statements should include   

a) Summary of Funds received, showing the World Bank, Program funds from 
other donors, and counterpart funds separately. (Funds Received by each 
Donor). 
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b) Summary of Expenditures shown under the main Program headings and by 
main categories of expenditures and by Donor, both for the current fiscal 
year, previous fiscal year, and accumulated to-date; (Funds Disbursed related 
to each Donor). 

c) Summary of Summary Reports (Reviewed IFRs) used as the basis for the 
submission of withdrawal applications; 

d) Statement of Designated Accounts; and 

e) Balance Sheet showing Accumulated Funds of the Program, bank balances, 
other assets of the Program, and liabilities, if any.   

Summary Reports 

(or Interim Reviewed Financial Reports (interim reports) if used as the basis of 
disbursement) 

As part of the audit of the PFS, the auditor is required to audit all Summary Reports 
and Interim Reviewed Financial Reports (Interim Reports) used as the basis for the 
submission of withdrawal applications.  

These Summary Reports (or Interim Reports) should be compared for Program 
eligibility with the relevant general conditions, relevant financing agreements, and 
disbursement letter, and with reference to the Program Appraisal Document for 
guidance when considered necessary. Where ineligible expenditures are identified as 
having been included in withdrawal applications and reimbursed against, these 
should be separately noted in separate note disclosures and also in the management 
letter, by the auditor.  The Program Financial Statements (or included within the 
notes to the Program financial statements) should be a schedule listing individual 
Summary Reports (or Interim Reports if used as the basis of disbursement) 
withdrawal applications by specific reference number and amount.  

The auditor should pay particular attention as to whether: 

a) The Summary Reports (or Interim Reports) have been prepared in 
accordance with the provisions of the relevant financing agreement. 

b) Expenditures have been made wholly and necessarily for the realization of 
Program objectives. 

c) information and explanation necessary for the purpose of the audit have been 
obtained; 

d) supporting records and documents necessary for the purpose of the audit 
have been retained, and 

e) The Summary Reports (or Interim Reports) can be relied upon to support the 
related withdrawal applications. 

Designated Accounts 

In conjunction with the audit of the Program Financial Statements, the auditor is also 
required to audit the activities of the Designated Accounts associated with the 
Program. The Designated Accounts usually comprise   

a) deposits and replenishments received from the Bank; 

b) payments substantiated by withdrawal applications; 

c) interest that may be earned from the balances and which belong to the 
borrower; and 

d) the remaining balances at the end of each fiscal year.   
The auditor should pay particular attention as to the compliance with the Bank's 
procedures and the balances of the Designated Accounts at the end of the fiscal year 



Reporting 
 

                                                                         
 

 

 

154 

 

pwc 

(or period). The auditor should examine the eligibility of financial transactions during 
the period under examination and fund balances at the end of such a period, the 
operation and use of the DAs in accordance with the relevant general conditions, 
relevant financing agreements and disbursement letter, and the adequacy of internal 
controls for this type of disbursement mechanism.   

For this Program, the Designated Accounts are referred to in [CITE RELEVANT 
CLAUSES] of the relevant general conditions, relevant financing agreements and 
disbursement letter.  

Audit Deliverables 

The auditors will issue an audit opinion on the [NAME OF PROGRAM] Program 
Financial Statements (refer to the “Program Financial Statements” paragraph above 
for a definition of the statements included therein). 

In addition to the audit opinion, the auditor will prepare a "management letter. 

A) Audit Report 

The auditing report shall include an explicit professional opinion whether 
(a) the Program financial statements give a true and fair view of the state of 
the Program's affairs, (b) expenditures reimbursed on basis of Statements of 
Expenditures are eligible to Bank financing and are reflected on the PFS, and 
(c) the Designated Accounts have been used exclusively for payment of 
eligible expenditures as reflected in the PFS, and (d) The Program’s 
accounting system (books and records) provides the basis for the preparation 
of the PFS, was established to record the financial transactions of the 
Program, and is maintained by the Program’s implementing agency.  The 
Auditors should take into account relevant statutory and other mandatory 
disclosures and accounting requirements stipulated in the GA and express in 
the report any relevant exception and the impact of the exception on the PFS.  
The audit report shall be produced on yearly basis.  Also, a report shall be 
produced at the completion of the Program. 

B) Management Letter 

In which the auditor will: 

- give comments and observations on the accounting records, systems, 
and controls that were examined during the course of the audit; 

- identify specific deficiencies and areas of weakness in systems and 
controls and make recommendation for their improvement; 

- report on the degree of compliance of each of the financial covenants 
on the financing agreement and give comments, if any, on internal and 
external matters affecting such compliance; 

- Communicate matters that have come to attention during the audit 
which might have a significant impact on the implementation of the 
Program; and 

- Bring to the borrower’s attention any other matters that the auditors 
considers pertinent.   

- Include management's comments in the final management letter. 

 

C) Quarterly Reviewed Interim Financial Reports (IFRs) 

The financial statements, including the audit opinion, and management letter should 
be received by the Program’s implementing agency, [NAME OF PROGRAM 
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IMPLEMENTING AGENCY], no later than six months after the end of the audited 
fiscal year. The Program’s implementing agency should then promptly forward two 
copies of the audited Program financial statements (including audit opinion) and 
management letter to the Bank.  

General 

The responsibility for the preparation of financial statements including adequate 
disclosure is that of the management of the [NAME OF PROGRAM IMPLEMENTING 
AGENCY].  This includes the maintenance of adequate accounting records and 
internal controls, the selection and application of accounting policies, and the 
safeguarding of the assets of the entity.  As part of the audit process, the auditor will 
request from management written confirmation concerning representations made to 
the auditor in connection with the audit. 
The [NAME OF PROGRAM IMPLEMENTING AGENCY] will co-operate fully with the 
auditor and will make available to the auditor whatever records, documentation and 
other information is requested by the auditor in connection with the audit.  The 
auditor should be given access to all legal documents, correspondence, and any 
other information associated with the Program and deemed necessary by the auditor.  
Confirmation should also be obtained of amounts disbursed and outstanding at the 
Bank and of amounts disbursed under [SPECIFY OTHER DONORS, LOANS OR 
GRANTS, IF ANY]. 

It is highly desirable that the auditor become familiar with the relevant World Bank 
guidelines, which explain the Bank's financial reporting and auditing requirements. 
These guidelines include:  

 Financial Management Practices in World Bank Financed Investment 
Operations, dated November 2005 

 World Bank Disbursement Handbook for Borrowers 

 World Bank Disbursement Guidelines, dated September 2005 

 Financial Monitoring Report (FMR) - Guidelines to Borrowers dated 
November 30, 2001.  

This term of engagement will remain effective for future fiscal years unless it is 
terminated, amended or superseded. 

The auditor should understand that working papers under World Bank Program can 
be subject to the review by Client’s and/or World Bank designated staff.  

Irregularities Including Fraud 

A. The MOEHE is responsible for ensuring the establishment and maintenance of 
an adequate system of internal control.  It is also responsible for ensuring 
compliance with statutory and other regulations, and for the prevention and 
detection of irregularities, including fraud.  Although, the Auditors are not 
required to search specifically for such matters, the audit shall be planned and 
conducted so that the Auditors have a reasonable expectation of detecting 
material misstatements in the accounts resulting from irregularities, including 
fraud, or breach of regulations.  

B.  The Auditors will report in writing any serious weaknesses, fraud, irregularities 
or accounting break-downs that they come across in the normal course of 
their duties to the designated office holder, MOEHE, and the Bank without 
delay. 
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Access 

A. The Auditors shall have rights of access to the books, accounts, vouchers, 
TFGA and related Supplemental Letters, Program Appraisal Document, 
correspondence, and all other documents in relation of the Program and to 
such information and explanations as auditors consider necessary to perform 
their duties and fulfill their responsibilities.  

B. In addition, the auditors will be provided with copies of the Bank relevant 
publications that the Ministry has to recognize including: (i) World Bank 
guidelines “Financial Accounting, Reporting, and Auditing Handbook” 
(FARAH) (ii) The World Bank “Program Financial Management Manual“ and 
(iii) the World Bank “Procurement Guidelines”.  

C. In turn, on occasions the Bank representatives may wish to meet with 
Programs' auditors, in connection with a visit to the auditors’ office, review of 
the audit working papers, files and discussion of the work performed and 
conclusion reached by the auditors. The Auditor should not limit access in any 
way and must reply to all inquiries raised by the Bank representative.  Failure 
to comply with this provision may disqualify the Auditors from dealing with the 
all Programs funded or administered by IDA.  Formal discussion should 
normally be arranged through the Program's designated office holder or 
representative.  The Bank will have this exclusive right during performance of 
the audit and within two years after completion of the audit engagement. 

D. Annual Meetings.  The Auditor will be requested to attend a meeting with the 
Ministry in which the Program's annual reports and financial statements of 
account are presented. The Auditor will discuss the audit report and 
management report and any part of the business that concerns the Auditor. 

E. Termination of Appointment. If there are serious shortcomings on the 
part of the Auditor, the Governing Body, after consultation with the World 
Bank, may pass a resolution to remove the Auditors before the expiry of 
their assignment. 

Restriction of Auditor's Liability.  There is no limitation of the auditors' liability in 
respect of audit opinions given under this assignment.  The Ministry will not agree to 
any such restriction in liability. 
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Quarterly Reports 

The senior accountant 
prepares and reviews 
the Quarterly interim 

Financial Report 

(IFRs) quarterly

Quarterly interim 

Financial Report 

(IFRs)

The Financial 
Controller reviews 

the quarterly 
interim financial 

reports 

The Financial and 
Admin Manager and 
the General Director 
review the quarterly 

interim financial reports

Independent 
auditors review the 

reports 

The Auditor issues 
negative assurance 

review report

Negative assurance 
review report

Reports should be 
submitted by 

auditor to donors 
after 45 days from 

end of each quarter

Approved?

YES

Approved?

YES

No
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Annual Consolidated Statements 

 
The Senior Accountant 

prepares the 
Consolidated 

financial statements 

at year end

Consolidated 
Financial 

Statements 

The Financial 
Controller reviews 
the consolidated 

financial statements 

Approved? NO

The Financial and 
Admin Manager and 
the General Director 

review the 
consolidated 

financial statements 

YES

Approved?

NO

Independent 
auditors review the 

consolidated 
financial statements

YES

Auditor issues a 
report complying 
with the bank’s 

requirements and 
to international 

standards on 
auditing 

External audit 
report

Auditors report and 
management letter 
should completed 
and submitted to 
donors within 6 

months from the 
end of year

Financial 

Statements
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Budget Variance Analysis 

 

The Senior Accountant 
prepares and reviews 
the budget variance 

analysis at month end

Budget Variance 
Analysis

The Financial 
Controller reviews 

the Budget variance 
analysis 

Approved? NO

The Financial and 
Admin Manager and 
the General Director 

approve Budget 
variance analysis  

YES
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A. Organizational Structure 

 

 Board of Directors

General Director

General Director of 

Operations

Administrative & 

Financial Manager

Financial Controller Senior Accountant

Budgeting and 

Financial Planning 

Specialist

Accountants

Admin Assistant

Financial Department

Senior Accountant - 

Gaza

 

B 
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B. Job Descriptions 
 
 
Position Title: Financial and 

Administrative Manager 
Reports To: General Director 

  Department: Financial Department 

Summary 

1. Responsible for all financial and fiscal management aspects of operations, 
2. Responsible for providing leadership and coordination in the administrative, 

business planning, accounting and budgeting efforts of the MDLF.  

Roles & Responsibilities 

1. Establishes and implements short- and long-range departmental goals, 
objectives, policies, and operating procedures.  

2. Creates, coordinates, and evaluates the financial programmes and supporting 
information systems of the MDLF.  

3. Approves and coordinate changes and improvements in automated financial and 
management information systems for the MDLF.   

4. Ensures compliance with local laws and donors reporting requirements.  
5. Oversees the approval and processing of revenue, expenditure, and position 

control documents, department budgets, ledger, and account maintenance and 
data entry.  

6. Coordinates the preparation of financial statements, financial reports, special 
analyses, and information reports.  

7. Establishes and maintain appropriate internal control safeguards.  
8. Interacts with other managers to provide consultative support to planning 

initiatives through financial and management information analyses, reports, and 
recommendations.  

9. Interacts with donors on all financial matters related to grants agreements.  
10. Ensures records systems are maintained in accordance with IFRS.  
11. Develops and directs the implementation of strategic business and/or operational 

plans, projects, programmes, and systems.  
12. Analyzes cash flow, cost controls, and expenses and analyze financial 

statements to pinpoint potential weak areas.  
13. Oversees financial management of Municipalities to include developing financial 

and budget policies and procedures.  
14. Other duties as assigned. 
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Experience & Qualifications 

Essential Desired 

1. Experience in strategic planning and 
execution. Knowledge of contracting, 
negotiating, and change management. 

2. Knowledge of finance, accounting, 
budgeting, and cost control principles 
including Generally Accepted Accounting 
Principles.  

3. Knowledge of automated financial and 
accounting reporting systems.  

4. Ability to analyze financial data and 
prepare financial reports, statements, 
and projections.  

5. Professional written and verbal 
communication and interpersonal skills.  

6. Ability to motivate teams to produce 
quality materials within tight timeframes 
and simultaneously manage several 
projects.  

7. Ability to participate in and facilitate 
group meetings.  

8. Bachelors’ degree in Finance or 
Accounting, ten years of experience in 
senior-level finance or accounting 
position. 

1. MBA in Finance/Accounting or CPA/CMA 

2. 10 - 15 years of experience  
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Position 
Title: 

Budgeting and Financial 
Planning Specialist  

Reports To: Financial and 
Administrative Manager 

  Department: Financial Department 

 
Summary 
1. Responsible for preparing and consolidating all financial planning and analysis, 

through the Financial and Administrative Manager  
2. Responsible for providing support for strategic planning and corporate business 

development activities.   
3. Responsible for developing the long-term strategic financial plan across the 

global enterprise.  
4. Responsible for managing the annual budgeting process and coordinating  
 
 
Roles & Responsibilities 

1. Cooperates with senior management to develop the strategic plan,  

2. Manages the preparation of the annual budget and monitors changes to 
forecasts,  

3. Cooperates with Investor Relations to produce and monitor competitive market 
data,  

4. Coordinates the financial aspects of grant development decisions,  

5. Prepares and delivers major financial presentations and reports to donors and the 
Board of Directors including monthly and quarterly reporting packages (IFR) 

6. Prepares ad-hoc analysis for the Financial and Administrative Manager and other 
senior management team members 

7. Analyzes and develops recommendations for significant budget and plan to 
actual variances 

8. Prepares financial analysis for contract negotiations  

 

Experience & Qualifications 
Essential Desired 

1. Bachelor’s degree in Accounting or 
Finance and 5+ years of financial 
analysis experience in a manufacturing 
environment 

2. Track record of increased responsibility 
in finance management in a multi-
national organization 

3. Excellent leadership skills and ability to 
develop finance and accounting staff 

4. Experience in web analytics, CRM or 
Business Performance Management 
(BPM) tools 

5. Strong analytical and financial 
modeling skills 

1. MBA in Finance/Accounting or 
CPA/CMA 

2. Experience in one of the big four 
accounting firms 
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Position 
Title: 

Financial Controller Reports To: Financial and 
Administrative Manager 

  Department: Financial Department 

 
Summary 
1. Responsible for managing the transaction processing and financial close and 

reporting functions within accounting,  
2. Responsible for ensuring the accuracy and timely completion of the closing 

process 
3. Responsible for providing detailed knowledge of IFRS, 
4. Responsible for providing direction and clarification to accounting staff when 

interpreting technical pronouncements,  
5. Responsible for overseeing the implementation of accounting policies, 

procedures and financial reporting requirements and ensures that changes are 
understood and complied with at corporate and at the business unit entities.   

 

Roles & Responsibilities 

1. Perform post checks and audits of payments and other entries and financial 
transactions in compliance with the IFRS and donors requirements.  

2. Ensures accounting policies are enforced and assists with internal and external 
audits 

3. Manages the implementation of corporate finance and accounting initiatives 

4. Develops accounting policies based upon interpretation of accounting principles 
and pronouncements 

5. Completes final review of all financial reports prepared by the Senior Accountant,  

6. Responsible for preparing reports to donors, and sign-off on quarterly and annual 
reports  

7. Oversees the daily finance operations and monitors the effectiveness of the 
monthly close process 

8. Reviews all MDLF disbursements. 

9. Reviews and ensures that monthly financial statements are prepared accurately 
and within MDLF and reporting standards 

10. Investigates and prepares memoranda supporting technical accounting 
conclusions for significant transactions and accounting matters 

11. Monitors and analyzes monthly operating results against budget 

12. Establishes and implements short and long-term departmental goals, objectives, 
and enforces policies and operating procedures at corporate and at the business 
unit 

13. Maintains primary relationship with External Auditors 

14. Cooperates with Internal and External Auditors during periodic reviews  
 

Experience & Qualifications 
Essential Desired 

 Bachelor’s degree in Accounting or 
Finance  

 5+ years of corporate controller experience.  

 Any CPA,CIA, CMA and extensive 
knowledge of IFRS 

 Advanced degree in Accounting or 
Finance 
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Position Title: Senior Accountant Reports To: Financial and 
Administrative Manager 

  Department: Financial Department 

 

Summary 

1. Responsible for directing the activities of transactional accounting functions within 
the MDLF.   

2. Responsible for the accuracy, integrity of transactions and underlying data in key 
areas including: General Accounting, Accounts Payable, Accounts Receivable, 
Accruals, Revenue Recognition, Inventory Valuation, Standard Costing and 
Reporting.   

3. Responsible for the closing of the accounts and for the timely and accurate 
reporting of the business unit's monthly financial results.  

 

Roles & Responsibilities 

1. Manages staff within the Financial Department. 

2. Oversees the daily financial operations and transaction processing, 

3. Directs the monthly general ledger accounting close process ensuring that all 
journal entries and analysis are completed timely and accurately to support the 
financial close, which includes overseeing the monthly closing calendar 

4. Ensures that monthly financial statements are prepared in accordance with 
polices and guidelines 

5. Prepares budget to actual comparisons and variance analysis for manufacturing 
operations 

6. Monitors and analyzes monthly operating results against budget for the business 
unit 

7. Cooperates with the Budget and Financial Planning Specialist to prepare the 
annual operating budget.  

8. Approves monthly reconciliations, 

9. Provides guidance on the accurate recording of complex accounting events 

10. Compiles financial information to prepare financial statements including monthly, 
quarterly and annual accounts, 

11. Ensures financial records are maintained in compliance with accepted policies 
and procedures,  

12. Ensures all financial reporting deadlines are met, 

13. Prepares financial management reports,  

14. Resolves accounting discrepancies and irregularities 

15. Supports  budget and forecast activities,  

16. Monitors and support taxation issues, 

17. Develops and maintain financial data bases, 

18. Undertakes posting of all central journals, as directed by the Financial and 
Administrative Manager, 

19. Ensures teams are performing the above to an equally high standard and deal 
with any issues that may arise. 

20. Prepares statutory information as and when requested, 

21. Undertake other work when required 
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Experience & Qualifications 

Essential Desired 

1. Bachelor's degree in Accounting or 
Finance 

2. 5+ years of accounting experience in the 
management of financial systems and 
budgets, financial reporting, financial data 
analysis, auditing, taxation and providing 
financial advice 

3. Ability to establish priorities, work 
independently, and proceed with 
objectives without corporate oversight 

4. Solid understanding of IFRS 

5. Working knowledge of spreadsheets and 
reporting tools  

6. Supervisory experience of staff 
accountants 

 

1. Advanced accounting or finance degree, 
or CPA/CMA 

2. Knowledge of IFRS,  

3. knowledge and experience of related 
computer applications 
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Position Title: Accountant Reports To: Senior Accountant 
  Department: Financial Department 

Summary 

Apply principles of accounting to record financial information and prepare financial 
reports by, and utilizing appropriate accounting control procedures.  

Roles & Responsibilities 

1. Records entries to accounts, such as general ledger accounts, and document 
business transactions.  

2. Prepares payments and related system reports for accuracy and completeness.  
3. Reviews supporting documents to ensure accuracy, relevance and validity of 

documents before recording entries. 
4. Prepares Bank Reconciliations,  
5. Assists in the preparation of profit and loss statements and monthly closing and 

cost accounting reports.  
6. Assists in the preparation of profit and loss statements and monthly closing and 

cost accounting reports.  
7. Maintains, and coordinate the implementation of accounting and control 

procedures.  
8. Records and review revenue, expense, invoices, and other accounting 

documents.  
9. Resolves accounting discrepancies.  
10. Interacts with Internal and External Auditors in completing audits.  
11. Other duties as assigned.  

Experience & Qualifications 

Essential Desired 

1. Bachelors Degree in Accounting,  

2. Three to five years of accounting 
experience in similar position 

1. Knowledge of finance, accounting, 
budgeting, and cost control principles 
including IFRS.  

2. Knowledge of financial and accounting 
software applications.  

3. Ability to analyze financial data and 
prepare financial reports, statements and 
projections.  

 

  



Structure and Jobs Descriptions 
 

                                                                         
 

 

 

168 

 

pwc 

Position Title: Administrative 
Assistant 

Reports To: Financial and 
Administrative Manager 

  Department: Financial Department 

 
Summary 
Provide administrative support to the Financial Department. Duties include general 
clerical, receptionist and project based work and project a professional image 
through in-person and phone interaction. 

Roles & Responsibilities 

1. Answers telephones and transfer to appropriate staff member.  
2. Creates and modify documents using Microsoft Office.  
3. Performs general clerical duties to include but not limited to: photocopying, 

faxing, mailing, and filing.  
4. Maintains hard copy and electronic filing system.  
5. Signs for and distribute mail. 
6. Distributes and coordinate with suppliers to collect their payment checks. 
7. Supports staff in assigned project based work.  
8. Other duties as assigned. 

Experience & Qualifications 
Essential Desired 

1. Diploma in Secretary or Bachelor of 
Business Administration.  

2. One to three years of clerical experience. 

 

1. Basic reading, writing, and arithmetic 
skills required. This is normally acquired 
through a high school diploma or 
equivalent.  

2. Knowledge of Microsoft Office and 
telephone protocol. Duties require 
professional verbal and written 
communication skills and the ability to 
type.  
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General Financial Management arrangements for MDP III will follow the procedures 
in the MDLF Financial policies and procedures Manual (FPPM). However, this 
addendum covers financial management arrangements for topics that are particularly 
designed for MDP III and/or not mentioned in the MDLF FPPM. 
 

Grants allocation 

11. Grants to Municipalities should be made using the mechanism approved by the 
MDLF BOD and agreed upon with the donors. For instance, grants to the 
Municipalities should be made in accordance to the performance based allocation 
mechanism and with the eligibility criteria specified.  The implementation of the Grant 
Allocation Formula is described in a detailed manual which defines the forms, 
guidelines, checklists and the corresponding charts that illustrate the administrative 
flow.  It defines each indicator, how it is to be measured, and together how they are 
used for ranking municipal performance.  

12. All requests for grants from Municipalities should be evaluated by the Technical 
Department based on the criteria provided by MDLF and should be approved by the 
Director of Operations and the General Director.  

Payment of Grants to selected municipalities will be conducted in two different 
methods:   

A:  Performance – Based Grants for Capital Investments:  

1. Municipalities are responsible for sub-project implementation and for all contracting 
procedures, but the MDLF is responsible for making payments to contractors and 
suppliers on behalf of Municipalities in accordance to the procedures detailed in the 
Programme Expenditures under the Cash Handling section of the financial manual 
(Except for the municipalities that will have increased responsibilities to receive funds 
and to manage FM and Disbursement functions for the performance–based grants 
for capital investments under Window-1). 

2. All approved payments should be made through the MDLF /Grant special designated 
bank account and shall be transferred directly to the contractor/vendor account.  

3. Any payment should be made against the original supporting documents/tax invoices 
and should be properly approved. 

4. The payment procedures should be in accordance to the Cash Handling section of 
the financial manual.  The MDLF should report to donors in accordance to the 
agreement signed and as further detailed in the Reporting section of this manual. 

B. Municipalities that will receive funds with increased FM responsibilities  

1. MDLF will select the Municipalities under this method based on their financial 
management capacity. 

2. MDLF shall assess the municipalities’ financial management capacity to select the 
candidate Municipalities .The assessment will cover Rank B++ and above  
Municipalities in accordance with MDLF ranking system with MOLG approval of the 
previous year budget and external auditor report without expressing an adverse or 
disclaimer audit opinion on the municipality’s pervious year financial statement.    

3.   Addendum to the Grant Implementation Agreement GIA  will be signed between 
MDLF and each fund receiving municipality. The addendum to the GIA will explicitly 
state such fund flow arrangements. 
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4. Subprojects shall be approved by MDLF as mentioned in MDLF technical manual. 
5. Municipalities shall proceed with contracting procedures and get the needed 

approvals according to the MDLF procurement Manual.  
6. Municipalities shall open a separate bank account for the subproject funded by 

MDLF under this method. 

7. MDLF will open a separate general ledger in its accounting system to account for 
funds advanced and expenditure incurred by each selected municipality. In turn, 
each selected municipality will open a separate general ledger in its accounting 
system. 

 
8. Each municipality will submit to MDLF within 15 days the following Interim Unaudited 

Financial Reports (IFRs): i) Statement of Cash Receipts and Expenditures, for the 
period and cumulatively from project inception, (ii) Statement of Designated 
Accounts reconciling period-opening and end balances; and (iii) Comparison of 
Budget vs. Actual for the period and cumulatively from project inception, with 
justification of significant variance, (iv) Cash flow projection for the coming six 
months. (v) Physical progress reports which include narrative information and output 
indicators linking financial information with physical progress, and highlighting issues 
that require attention.vi) Fixed assets schedule, vii) Contract list. 

 
 

C. Flow of Funds to Municipalities that will receive funds with increase FM 
responsibilities  

C.1 Flow of funds from MDLF to the selected municipalities will be 
conducted as follows: 

1. MDLF based on the assessment will identify and select the municipalities which 
will be subject to receive funds to their designated bank accounts 

2. The selected municipalities will sign an addendum to the GIA that include the 
financial management arrangements. 

3. Municipalities after completing the contracting procedures according to the MDLF 
procurement manual shall send to the MDLF a payment request for the initial 
advance including the following: 

 Payment request from the Municipality signed by the Mayor indicating 
the amount of money requested , the name of the sub-project and 
number , the name of the contractor and the  details of the designated 
bank account (Name of the bank , bank account number , the bank 
account IBAN)  

  Unaudited Interim Financial Report ( IFR ) including the Cash flow 
projection for the coming six months to be transferred to the  municipality 
designated bank account      as an initial advance.  

 Copy of the contact between the Municipality and the contractors.       
 

.  
4.  MDLF shall transfer semiannual installments to the eligible Municipalities for their 
pertinent allocation over the two-year grant cycle to the separate bank account 
based on a payment request from the Municipality. Only Payments related to the 
approved subproject expenditures shall be paid from the separate bank account. 
 
5.. Municipalities should submit the following evidence of eligible expenditures within 
a maximum of 30 days from the date of the receipt of the advance attached to the 
replenishment: 
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- Payment request signed by the Mayor  
- Unaudited IFR . 
- Supporting documents (tax invoice, technical approvals, supporting 

documents that the contractors and suppliers received their payments from 
the separate bank account ,and  any other related documents) 

- Bank statements and bank reconciliation to the separate bank account. 
 
6.The technical department shall review the invoices and related documents; checks 
whether each invoice matches with the tender and the agreement between the 
contractors and the LGU. Checks the technical specification, comparing with the 
implementation on the ground (drawings and bill of quantities), and also checks 
whether the invoices meet the budget lines described between the MDLF and the 
LGU. 
All documents shall be transferred to the financial department at MDLF with the 
technical approval in order to offset the advance payments or to make a new 
payment /replenishment. 
In case of the final payment of the project, the manager of the technical department 
shall indicate such on at the invoice. 
7.The Municipal separate bank account should be subject to be audited by the 
auditors or MDLF staff, when and if needed. 
 

C.2 Flow of funds form the Municipalities designated bank account to 
the contactors /suppliers: 
  
1. The contractor / supplier shall prepare the payment request including all the 
supporting documents after completing the tasks according to the contract and 
submit the payment request to the appointed Local Technical consultant (LTC ) by 
MDLF. 
2.. The LTC shall review the payment request and check the accomplished work on 
the ground with the invoices, bill of quantities ,the contact, technical specifications, 
the variation order ( if any ), the budget lines of the sub-project described in the 
agreement between MDLF and the Municipality  and do the needed physical 
inspection to approve the payment . Then, the LTC shall submit the approved 
payment request to the Technical department in the Municipality.  

 

3.The Technical Department in the Municipality  shall review the invoices and the 
related documents; checks whether each invoice matches with the tender and the 
agreement between the contractor and the Municipality, checks the technical 
specification, checks whether the invoice meets the budget lines described in the 

agreement between the MDLF and the Municipality. 

4. The Technical Department approves the payment request.  

5. The payment request shall be transferred to the Accounting and Financial 
Department in   the Municipality in order to offset the down /advance payments or to 
make a new payment as described in the contact between the Municipality and the 
contactor / supplier. (In the case of the final payment of the project, the Technical 
Department shall indicate such on at the invoice; the final payment should be made 
only after receiving all the documents needed from the technical department. 

6. the Financial Department should perform the following tasks:  

Review the Payment Request including all  original supporting document  



  Annex  1  
 

                                                                         
 

 

 

172 

 

pwc 

i. Compare the Payment Request to the budget. 

ii. Prepare Payment Order and gets the approvals     

iii. Record the payment in the accounting system 

v. Prepare wire transfer or check to be paid form the designated bank 

account for the sub-project.  

 

Recurrent Expenditure Scheme to Gaza Municipalities: Recurrent expenditure 

payments will be made to contractors and suppliers against invoices, in accordance with 
the financial manual, directly by the MDLF.  This scheme will finance wages payment of 
daily workers under the recurrent expenditure scheme to Gaza municipalities (excluding 
salaries of officials of municipal civil servants). The wages payment for daily workers will 
be authorized according to the approved program of funding for Gaza municipalities, and 
Gaza municipalities’ application will include a list of activities that will be financed under 
each sub project including wages payments to daily workers.  

Eligible expenditures under the recurrent expenditure scheme to Gaza municipalities will 
include expenditures covering the cost of cleaning and maintaining public land, facilities, 
and assets, water purification and pest control, water and electricity utilities related to the 
provision of municipal services, collecting and dumping solid waste in legally permissible 
areas; carrying out laboratory tests; the cost of maintaining and operating municipal 
service vehicles; road maintenance; maintaining electromechanical;,;   ; renting service 
vehicles; equipment spare parts;  ;, but excluding salaries of officials of municipal civil 
servants. 

The following table specify the type of the recurrent expenditures that can be financed 
under this scheme: 

No. Item Category Details 

1. Oil for vehicles and electricity 

generators 

1. Oil for service vehicles including the 

administration’s vehicles   

2. Oil for Water and Waste Water 

Facilities and the Administration (to 

operate the Stade by Generators)   

2. Materials for health departments Chemicals to fight mosquito and rodents   

3. Vehicles and Electricity Generators 

spare parts including wells tires and 

Batteries as will. 

1. Items for service vehicles (all sectors) 

2. Items for Service Electricity 

Generators (all Sectors) 

3. Items for electricity Generators for the 

administration  

4. Electro mechanical Maintenance 

contracts for Water and Waste Water 

Facilities Spare parts  

 

5. Primary solid waste collection cost 

(hiring of labor) 

Hiring labor using donkey carts/using hand 

carts 

6. Secondary solid waste collection 

through private sector (from transfer 

stations to the main landfill) 

Contracting private companies to transfer solid 

waste from the transfer stations to the main 

land fill 

7. Solid waste councils fees/ Solid 

Waste fees for the use of the Land 

fill 

Payments against the solid waste service 

provided by the public entity on a regular basis. 
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8. Joint Service councils fees  Payments against municipal services provided 

by the service councils (using wheel loaders, 

trucks, waste water vehicles….etc.).  

9..  Materials for municipality workshop  Small to medium size tools for municipal 

services maintenance regular activities  

10. Chemicals for water purification   

11. Maintenance of solid waste 

containers  

 

12. Materials and tools for safety  Example clothes and shoes for workers  

 

 

The following actions should be adhered to in relation to this scheme: 

a. No funds will be transferred to Gaza municipalities. 

b. Municipalities’ applications will be reviewed by area engineers, and their manager 
to ensure appropriate documentation. 

c. Daily workers including, workers using donkey carts ,and workers using hand carts 
will be contracted by Gaza municipalities.  

d. Each worker will be required to complete and sign daily time sheets. Daily time 
sheets will be approved by the respective supervisor at the municipality. 

e. MDLF and the local technical consultants will conduct continuous field visits 
(weekly) to verify existence of contracted workers. 

f. At the end of the month, each municipality will send a payment request to the 
MDLF  ;including the approved and signed  daily time sheets ,and  a copy of  each 
workers identification  number , 

g. MDLF will review, verify and approve the Payment request including the 
supporting documents. 

h. MDLF will prepare   payment order to the   bank including the name of each 
worker, identification number, and wage amount the bank will pay for each worker 
his wage amount from the designated bank account of the project, and will sign a 
payment receipt voucher. 

i. MDLF will be responsible for obtaining receipt of all the original documentation 
described above from the bank, before paying g a new payment for additional 
wages payments of daily workers.  

j. The external auditor scope will explicitly include verification of daily workers’ 
wages under recurrent expenditures to Gaza municipalities, the auditor will ensure 
the eligibility of wages payments to daily workers, and will ensure its compliance 
with the work contract and to the respective sub- projects agreements. 
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I. Introduction 
  
This manual defines the processes and procedures to implement the grant allocation 
mechanism (GAM) for the third phase of the Municipal Development Programme MDP III.  
 
The Programme objective of MDP III is defined as follows:  
 
Enhance the institutional capacity of municipalities in West Bank and Gaza for more 
accountable and sustainable services delivery.  
 
The MDP III envisages improvement in three performance areas:  
 

1) Financial Performance and Sustainability (FPS) 
2) Institutional Performance (IP) 
3) Transparency, Accountability and Participation (TAP) 

 
This manual defines the principles of the grant allocation mechanism intended to support the 
achievement of the MDP III objective. The manual describes the agreed key performance 
indicators (KPIs) selected according to the three performance areas. The municipal 
permormance with regard to these KPIs will determine the performance based grant allocation 
component. The manual further defines the information sources for the KPIs, the procedures 
of data assessment, complaint procedures and the allocation process. The manual provides 
corresponding guidelines and illustrates administrative flow. 
 
The manual comprises the following sections:  
 
Chapter II: The overall design of the Grant Allocation Mechanism (GAM) 
Chapter III:  The definition of eligibility criteria, key performance indicators and ranks.  
Chapter IV:  Negative ranking 
Chapter V:  The procedures for assessing municipal performance and the complaint system 
Chapter VI:  The definition of proxy-indicators of the needs component and data sources for 

their assessment 
Chapter VII:  Preliminary allocation of funds based on a preliminary assessment of 

performance and needs indicators. 
 
Once the municipal performance will be assessed and final results are available for cycle 1 
and cycle 2, respective chapters on the final allocation of funds will be annexed to this manual.   
 
The manual is part of the MDP 3 operational manual and subject of approval by the Funding 
Partners (FPs). 
 
 
 

II. Grant Allocation Mechanism 
 
The following Grant Allocation Mechanism (GAM) concept for MDP III is based on the revised 
and updated GAM of MDP II. The concept aims at changing contents and procedures gradually 
and as far as justified by challenges identified in the stakeholder assessments (see GAM 
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Concept Note), while maintaining proven features. Annex A gives an overview of the Municipal 
Grant System under MDP III. 

The MDLF and the FPs agreed that the allocation formula for MDP III will be as follows:  
 

 50% of the total component 1 financing would be allocated for the block grant  

The block grant will be allocated based on population (40%) and needs (60%). All 
municipalities will receive block grants, subject to simple eligibility criteria. Regarding the 
needs it consists of  a flat rate of 25.000 EUR (no change compared to MDP II), and a 
remaining needs allocation will be distributed based on existing infrastructure and access 
to services1).  

 

 50% for performance (equal to MDP II), but with modified key performance indicators 
(21 KPIs for MDPIII- vs. 16 KPIs for MDPII) and with modification on the graduation 
ladder. 

 
The following are the main steps for the performance ranking and the assessment of needs 
proxy-indicators of the municipalities. Once the pool of resources for each allocation cycle is 
determined, the per capita allocation for each rank and for the per capita allocation for the 
needs component can be determined.  
 
Main steps and time schedule: 
 

(i) Data collection for needs proxy-indicators and key performance indicators (by 
March 2017 for cycle 1, November 2018 for cycle 2) 

(iii) Assignment and implementation of verification missions of key performance to 
all municipalities and implementation of a validation process including an 
appeals mechanism (March 2016 – May 2017 for cycle 1, November 2018 – 
March 2019 for cycle 2) 

(iv) Identification of the performance ranking based on validated information. (June 
2017 for cycle 1, April 2019 for cycle 2) 

(v) Determine the pool of MDLF financial resources for the next fiscal year (by 
June 2017 for cycle 1, by May 2019 for cycle 2). 

(vi) Determine the total funds for municipal development projects through window 1 
and the total funds for incentives for specific projects through the innovative 
window 2 (by July 2017 for cycle 1, by June 2019 for cycle 2). 

(vii) Compute, approve and communicate the window 1 allocation to all 
municipalities (by July 2017 for cycle 1, by July 2019 for cycle 2). 

 
 

                                                 
1 Under MDP II, the remaining needs share after the flat rate was attributed to 50% according to infrastructure equipment 

and to 50% according to household income data on governorate level. PCBS is presently not updating the governorate 

based household income data, so there is not recent data base available and the link to poverty on municipal level is weak. 
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III. Definition of Eligibility, Key Performance Indicators and Ranks 
III.1 Eligibility Conditions  
 
Under MDP I, only municipalities submitting their budget plans in time were eligible for 
performance based grant allocation. Under MDP II, the minimum requirement was to submit 
budget plans in time, their approval and the submission of executed budgets. The preliminary 
budget execution data available at the time of submission of the new budget was considered 
sufficient to comply with this minimum requirement. Under MDP II, all municipalities were 
eligible for performance grant allocation.  
 
For MDP III, it was agreed between MDLF and funding partners, that only municipalities 
fulfilling the eligibility conditions will receive population and needs based grant funds (the Basic 
Grant). The eligibility condition of MDP II (budget submission) will still apply. In addition, it is 
anticipated that the preparation of municipal SDIPs according to the new guidelines from MoLG 
shall become an additional eligibility condition starting with the second cycle of the MDP III.  
 
The two (2) eligibility conditions are defined below: 
 
1. Annual Budget approved by the Municipal Council and submitted to MoLG on a 
timely basis: This eligibility criterion refers to whether or not  

 the particular municipality has submitted the approved Budget Plan for the fiscal year 
preceeding the year of appraisal prior to December 31 of the preceding year to MoLG 
(budget 2017 for cycle 1, budget 2018 for cycle 2); the budget complies with MoLG 
standards comprising an Operational Budget and an Enterprise Budget (if the 
municipality has any enterprise activities).  

 
MoLG will inform MDLF prior to the performance appraisal which municipalities have submitted 
their budget plans for the fiscal year 2017 for cycle 1 and 2018 for cycle 2.  
 
2. SDIP prepared according to the new SDIP Guidelines to be issued in July 2017 
(second cycle): The existence of a municipal development plan which has been developed 
and approved or updated in the last complete fiscal year according to the SDIP Manual and 
using the SDIP Tools and Examples Manual to be updated and endorsed by MOLG in 2017. 
Tentative minimum requirements (still to be reviewed and approved) are 

 The plan should have been developed through planning committees comprised from 
the local stakeholders and the municipality (means of verification: list of the committees 
along with the meeting minutes of each meetings and the social contract signed by the 
stakeholders). 

 Adequate public participation according to the SDIP manual; The participants of the 
aforementioned public meetings and workshops should include women and youth 
(public announcement of the SDIP process, two stakeholder workshops to identify 
priority issues, vision and identify interventions (programs and projects), public 
announcement of the SDIP). (means of verification: documentation of the workshops 
and public meetings). 

 The SDIP should contain a diagnostic report with the minimum table of content that is 
identified in the SDIP manual (means of verification: the diagnostic report) 
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 The SDIP should contain the vision, priority issues, development objectives and 
indicators, four years’ implementation plan, project profiles, monitoring and evaluation 
plan and a spatial plan (means of verification: the strategic development framework) 

 The SDIP prioritises investments under sole municipal responsibility with a total 
investment volume relating to the financial capacity of the municipality according to the 
standards for good planning practices set by the Manual.  

For updating the SDIP the minimum requirements are as follows: 

 The update of the SDIP should have been developed through planning committees 
comprised from the local stakeholders and the municipality (means of verification: list of 
the committees along with the meeting minutes of each meeting).  

 The updated SDIP should have been presented in a public hearing. 

 The updated SDIP should contain project proposals, outreach and fund raising plan, 
evaluation of implementation progress (planned vs implemented and reasons of 
variation) and an updated SDIP. 

 The SDIP prioritises investments under sole municipal responsibility with a total 
investment volume relating to the financial capacity of the municipality according to the 
standards for good planning practices set by the Manual. 

 
III.2 Key Performance Indicators 
 
The Transfer Mechanism as described in the Transfer Mechanism Manual for the MDP Phase 
II was successful and more and more municipalities had complied with the 16 KPIs.  
 
A Concept Paper reviewing the Grant Allocation Mechanism GAM (Dr. Verena Pfeiffer, June 
2016) reviewed municipal stakeholder assessment of the GAM and the assessment and 
expectations from financing partners of the MDP. The suggestions have been further 
developed in discussions with stakeholders and an updated set of 21 KPIs has been finalized 
in January 2017. Municipalities complying just with the minimum requirements are in Rank E. 

Out of the twentyone (21) KPIs identified, 3 KPIs relate to the expected basic performance 
(Rank D), while 6 KPIs relate to each of the next performance ranks Rank C, Rank B and Rank 
A (the highest rank). Nine of the KPIs cover the area of Financial Performance and 
Sustainability (FPS), seven cover the area of Institutional Performance (IP) and five the 
performance area of Transparency, Accountability and Participation (TAP), (see annex A 
where the KPIs categorization is well presented). Each of these indicators is defined below.  
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RANK D Key Performance Indicators 
 

 
 
19. Separate bank Account for Enterprise revenues established (particularly 
electricity and water) in conformity with the national policy (cabinet decision). The means of 
verification are bank statements showing that the separate bank accounts are opened and in 
use. 
 
20. Financial Accounting Policies, Procedures and Reports in place: The Financial 
Policy and Procedures Manual (for Cash Based or Accrual Based Accounting) is in place and 
the municipal administration produces quarterly financial reports for the current fiscal year or 
the last complete fiscal year with the following minimum content according to the manual: 

 Perform double entry method in recording the financial transactions 

 The consistency of using the financial basis i.e. cash basis or modified cash basis. 

 Obligation to provide annual financial reports as follow:  
o Budget variances Report 
o Reports of receipts and disbursements 
o Reports of cash payments from a third party 
o Reports disclose the foreign aid and grants 

 Create register of fixed assets (out of the formal financial reports as the fixed assets 
recorded under expenses according to cash basis) according to the mentioned 
classification in the Manual  

 Perform monthly financial reports 
o Cash flow reports 
o Trial Balance 
o Budget variance report 

 Perform the financial processing for the payments paid in advance at the time of 
payment and when closed, as contained in the manual 

 Perform bank reconciliation on monthly basis 

 Documenting and processing the grants in kind 

 Perform the internal control through verifying the following: 
o The segregation of duties 
o Track the financial information and make a backup copy on regular basis i.e. on 

daily basis 

KPI 19

TAP
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KPI 21
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o Ensure that the bank reconciliations have been made by someone other than 
the person who carries out depository 

o Verification of municipal fixed assets record update 
 
Means of verification are the annual reports (budget variances report, report of receipts and 
disbursements, report of cash payments from a third party, report on foreign aid and grants), 
verification of segregation of duties based on the monthly bank reconciliation to be signed by 
another person than the person who carries out depository.  
 
21. Public Disclosure of annual budget, SDIP and MDP performance ranking: The 
municipal administration has disclosed the information to citizens in line with the public 
disclosure procedures as per the communication and outreach manual developed by MDLF to 
be used by the municipalities (two out of three). In the second cycle, the disclosure shall be 
done by the readable budget format from MoLG once the MoLG endorses the format at the 
municipal level. At that time, it will be considered if at least one public meeting shall be included 
in the KPI.  
 
RANK C Key Performance Indicators 
 

 
 
13. Year on Year Increase or more than 50 NIS own source revenues (excluding 
enterprise revenues): The own revenue generation in the sections “Licences, Permits and 
Privilege Fees” and “Charges for Services” (including the solid waste fees) has increased in 
the last complete fiscal year compared to the previous fiscal year or attains at least 50 NIS per 
capita.  
 
14. Separate financial accounting for enterprise revenues and expenditure 
established: The municipality has established a separate accounting and financial reporting 
mechanism for municipal services for which a fee is charged in exchange for goods or services. 
Under enterprise accounting, the revenues and expenditures of services are separated into 
separate funds with its own financial statements, rather than commingled with the revenues 
and expenses of all other government activities. The following requirements are met:  
 

KPI 13

FPS

KPI 14

FPS

KPI 15

IP

KPI 16

IP

KPI 17

TAP

KPI 18

TAP
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 Having an enterprise fund budget which includes both revenue and expenditure 

estimates. 

 Having the ability to determine the total cost of providing a service. 

 The ability to determine the surplus or deficit generated by the operation of the 

enterprise fund. 

 Having a bank reconciliation for its bank accounts. 

 The ability to generate an income statement for one year. 

 
15. Executed Budget Statement for the Previous Financial Year submitted to MoLG 
in time: This indicator refers to whether the municipality has completed its financial statement 
for the full financial year 2015 or 2016 (cycle one) or 2017 (cycle two) and submitted the 
executed budget statement to MoLG in time. MoLG will inform MDLF prior to the performance 
appraisal which municipalities have submitted their executed budget statements for the 
complete fiscal year (January to December) in time to MoLG. Means of verification: executed 
budget statements for the previous financial year.  
 
MoLG will inform MDLF prior to the performance appraisal which municipalities have submitted 
their their executed budgets for the fiscal year 2016 for cycle1 and 2017 for cycle 2 in time 
(including extensions of the deadline given by MoLG), and whether the budgets submitted 
comply with the requirements and have been approved by MoLG. 
 
16. Fixed Assets Register in Place and Updated: Registration and valuation of municipal 
physical assets has to follow the Fixed Assets Valuation and Registration Manual according to 
MoLG norms and procedures. If the asset register has been set up since more than one year, 
the register must be updated at least annually according to the procedures foreseen in the 
manual with new assets acquired or erected and assets sold or depleted.  
 
17. Public Disclosure of Executed Budget and Executed SDIP: The municipal council has 
approved the executed budget for the completed budget year 2015 or 2016 (cycle 1), and 2017 
(cycle 2) and disclosed the executed budgets and the annual SDIP execution according to the 
Public Disclosure Procedures latest by March 31 of the following year. In cycle 2 the disclosure 
shall be done by the readable format from MoLG once the MoLG endorses the format at the 
municipal level. At that time, it will be considered, if at least one public meeting shall be included 
in the KPI.  
 
MoLG will inform MDLF prior to the performance appraisal which municipalities have submitted 
their executed budgets including 4th quarter. 
 
18. Municipal Complaint System established: The municipality has posted the complaint 
process publicly on their homepage / Facebook and / or on the municipality’s bulletin board. 
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RANK B Key Performance Indicators 
 

 
 
7. At least 10% of the Budget Execution for Operation and Maintenance: The 
Operation and Maintenance Expenditure shall be at least 10% of the Total Operational 
Expenditure for the last complete fiscal year (see annex D). The means of verification is the 
executed municipal budget.  
 
8. Operational Surplus achieved: The Operational Expenditure of the last fiscal year is 
below the Operational Revenue of the last fiscal year. The means of verification is the executed 
municipal budget.   
 
9. No Increase in net Lending: the assessment of net lending will be based on the 
information provided by the Ministry of Finance on the evolution of net lending. Any 
administrative reduction of the net lending by the Ministry of Finance will not be considered in 
favour of the municipality. The indicator is achieved, if no increase in net lending has taken 
place. The means of verification are the net lending data of the Ministry of Finance.  
 
10. Unqualified External Audit Opinion from Annual External Audit: An audit has been 
conducted in the previous fiscal year according to the requirements of the terms of reference 
provided by MoLG/MDLF (in perspective to be harmonized with SAACB). The audit report is 
totally satisfactory, in particular:  

 The financial statements have been prepared using the accounting principles laid down 
in the Financial Policies and Procedures Manual of MOLG/MDLF and which have been 
consistently applied; 

 The financial statements comply with relevant statutory requirements and regulations; 

 There is adequate disclosure of all material matters relevant to the proper presentation 
of the financial information subject to statutory requirements, where applicable; 

 Any changes in the accounting principles or in the method of their application and the 
effects thereof have been properly determined and disclosed in the financial statements; 

 The municipality complies with the laws, bylaws and regulations, especially the 
Financial Bylaw for Local government units. 
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An unqualified audit also has to follow up on previous management letters and state that 
the municipality is addressing issues raised in past qualified or adverse audit reports 
adequately. The municipality must submit the corresponding evidence of this 
accomplishment to the central government – either, to MOLG, or directly to MDLF. 
Evidence, in this case, constitutes a copy of the actual unqualified audit report.  

 

Definition of audit opinions: 
 
Adverse opinion: the auditor determines that the financial statements of an auditee are 
materially misstated. 
Qualified opinion: the auditor encountered one of two types of situations which do not comply 
with generally accepted accounting principles: one misstatement that does not affect the rest 
of the financial statements or the auditor could not audit one or more areas of the financial 
statements. However, the rest of the financial statements are fairly presented. 
Unqualified opinion: the auditor concludes that the financial statements give a true and fair 
view in accordance with the financial reporting framework used for the preparation and 
presentation of the financial statements. 

 
11. At least 70 % Budget Execution: the executed operational budget revenues are at 
least 70% of the operational revenues in the budget plan. There is no overrun of operational 
expenditure beyond planned operational revenues, except if the additional expenditure is 
covered by additional operational revenues. The means of verification are the planned and the 
executed municipal budgets. 
 

Examples for 70% Budget Execution: 
 
1) In 2013, Abwein has planned operational revenues of NIS 362,650 and realised operational 
revenues of NIS 486,117. The budget execution of 134% is largely above the target of 70%. 
However, Abwein has realised NIS 531,545 operational expenditures in the same year, so the 
operational expenditures exceeded the planned operational revenues. The excess 
expenditures were not fully covered by realised operational revenues. Thus Abwein has not 
been complying with the indicator. 
 
2) In 2013, Aqraba has planned operational revenues of NIS 2,768,646 and realised 
operational revenues of NIS 2,154,945. The budget execution of 78% is above the target of 
70%. Aqraba has realised NIS 2,264,431 operational expenditures in the same year, so the 
operational expenditures did not exceed the planned operational revenues. Although Abwein 
had operational revenues below operational expenditures, it has been complying with the 
indicator. 

 
12. Audit opinion disclosed to citizens and stakeholders: This indicator refers to 
whether an external audit of the municipal financial statements and related financial processes 
has been conducted in the last completed fiscal year and the resulting audit opinion has been 
disclosed by the foreseen means of public disclosure.  
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       RANK A Key Performance Indicators 
 

 
 
1. Operation and Maintenance Plan in Place and Updated: The computerized plan shall 
be established by a software in line with the O&M Manual presently under preparation (guiding 
principles see Annex C). If the O&M Plan has been established since more than one year, it 
has to be updated annually according to the provision of the O&M manual. Until the roll out of 
the manual, the plan must fulfill the following minimum criteria set by MoLG/MDLF: 

 The maintenance plan has to be consistent with the assets registry and the foreseen 
new public works and services. 

 The maintenance plan shall include the foreseen institutional development, including 
TA and training.  

 
2. Staff cost < 45 % (West Bank) or < 70% (Gaza) of Operational and Capital 
expenditure: Total staff expenditure of combined executed operational and capital budgets 
does not exceed 45% of total expenditure of the combined budgets for West Bank 
municipalities and does not exceed 70% for Gaza municipalities. Means of verification are 
executed municipal budgets (2016 for the first cycle and 2017 for the second cycle).  
 
3. Cost Accounting Systems set up: A costing system is designed to monitor the costs 
incurred by the municipality. The system is comprised of a set of forms, processes, controls, 
and reports that are designed to aggregate and report to management about revenues, 
costs, surplus and deficit. Costing systems also help municipalities determine the cost of a 
service related to the revenue it generates. Therefore, municipalities should use either the 
traditional costing system or the activity-based costing system to allocate and assign its 
overhead based on the volume of a cost driver or based on the activities needed to conduct a 
service2. The indicator is fulfilled, if the municipalitiy is 
 

 Applying the fund accounting method and provide a full set of financial statement for each 

fund for at least one preceding financial year; 

                                                 
2 Traditional costing assigns overhead based on the volume of a cost driver, such as the amount of direct labor hours 

needed to conduct a service. A cost driver is a factor that causes cost to incur, such as direct labor hours. Activity-based 

costing allocates the costs of its overhead according to the activities needed to conduct a service. 
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 Using cost centers for its enterprise funds and able to provide a one-year report for each cost 

center for the preceding financial year. 

 Using an appropriate allocation method to allocate its overhead such as direct labor hours. 

 Able to have proper segregation of direct costs from indirect costs. 

 
4. IFMIS implemented: Refers to the use of an integrated financial management system 
introduced with MDP support or an equivalent system based on the Financial Policy and 
Procedures Manual (Modified Accrual). An equivalent system must comprise at least:  

 A unified chart of accounts, an electronic general ledger, accounts receivable, accounts 
payable and a budget reporting system; 

 Human resources management system (salary policy, job discriptions) and payroll 
information system; 

 A procurement management information system ; 

 A revenue management information system and a debt management system; 

 A fixed assets module and register (or an appropriate interlinkage with a separate fixed 
asset register); 

 An internal control syatem and internal audit function.   

The use of the IFMIS means that the system provides in within one month after the end of the 
reporting period quarterly (or monthly) financial reports to municipal management and councils. 
Municipalities only need to submit evidence to MDLF of their actual scope of IFMIS and the 
timely issuance of the last two quarterly reports.  
 
5. Green Spaces implemented:  The indicator is related to the quality of urban livelihood 
and defined as follows:  

 The municipality provides and maintains public green space (green areas, sport areas, 
play grounds, parks) of > 0.5 m² per capita in West Bank urban municipalities and > 0.3 
m² per capita in Gaza and West Bank rural municipalities.  

 
6. Functional Municipal Complaint System following MoLG guidelines: The 
municipality has the ability to produce data on grievances by type and by level of resolution, 
and providing an appeals process to the MOLG grievance process as stated in the MOLG 
guidelines. The means of verification are … (specification still required) 
 
 
III.3 Ranking 
 
The KPIs or elements of financial and service management, have been prioritized from the 
most basic to the most sophisticated. The Rank D includes three basic indicators for each area 
of municipal performance (Financial Performance and Sustainability FPS, Institutional 
Performance IP, Transparency, Accountability and Participation TAP). For Rank C, Rank B 
and finally Rank A, the indicators covering the three areas of municipal performance are more 
and more challenging. Rank A indicators are the most challenging and reflect best municipal 
performance. For details see Annex A. 

 

 
 



15 

 

 
CHART 1 

ADOPTED MUNICIPAL RANKS AND WEIGHT OF EACH RANK 

RANKS REQUIREMENTS BY RANK WEIGHT 

 
A++ 

 
A+ 

 
A 

 

 Fulfillment of 5-6 Rank A KPIs and all rank B requirements 
 

 Fulfillment of 3-4 Rank A KPIs and all rank B requirements 
 

 Fulfillment of 2 Rank A KPIs and all rank B requirements 
 

 
10 
 
9 
 
8 
 

 
B++ 

 
B+ 

 
B 

 

 Fulfillment of 5-6 Rank B KPIs and all rank C requirements 
 

 Fulfillment of 3-4 Rank B KPIs and all rank C requirements 
 

 Fulfillment of 2 Rank B KPIs and all rank C requirements 
 

 
7 
 
6 
 
5 

 
C++ 

 
C+ 

 
C 

 

 Fulfillment of 5-6 Rank C KPIs and all rank D requirements 
 

 Fulfillment of 3-4 Rank C KPIs and all rank D requirements 
 

 Fulfillment of 2 Rank C KPIs and all rank D requirements 
 

 
4 
 
3 
 
2 

 
RANK D 

 

 

 Fullfillment of all 3 Rank D KPIs and Eligibility Conditions 
fulfilled  

 

 
1 

 
RANK E 

 

 

 Rank D KPIs not fulfilled, but Eligibility Conditions fulfilled – 
no performance allocation 
 

 
0 

 
Chart 1 above describes the compliance required with the different KPIs of each rank. In total 
there are 10 ranks of performance from the highest to the lowest level of performance (A++), 
(A+), (A), (B++), (B+), (B), (C++), (C+), (C), and (D).  
 
Municipalities not complying with Rank D criteria but with the Eligibility Conditions will receive 
no performance grants, but the Basic Grant allocation for population and needs. Municipalities 
in Rank D will receive a simple per capita allocation for performance, while each higher rank 
will receive a per capita allocation multiplied with the respective weight factor. In Rank A++, 
the per capita allocation will be based on the weight factor 10. 
 
 

IV. Negative Ranking 
 
In the past, some municipalities have used increases net lending as an additional source of 
cash flow. The current national policy is addressing this problem. It has been agreed, that 
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municipalities which have not signed a reconciliation agreement with MOF to settle their debts, 
will be submitted to a negative ranking by one subrank.  
 
 

V. Assessment Procedure of Municipal Performance 
 
An information questionnaire (see Annex H) will be sent by MDLF to each municipality for the 
purposes of developing a database for ranking them according to their performance. The 
answers to this survey will be verified by an independent consultant team to be procured in the 
third quarter 2016 for the cycle 1 and in the third quarter 2018 for the cycle 2. The consultant 
team will communicate with the municipalities to verify the supportin documents submitted by 
the municipalities to MDLF and will conduct field visits as needed for verification purposes. On 
this basis, the consultant team will deliver the updated municipal ranking to MDLF. 
 
MDLF will inform all municipalities on their updated ranks and illustrate the compliance of the 
municipalities with the KPIs. With this information letter, MDLF will give the municipalities the 
opportunity to appeal.  
 
Appeals Mechanism:  
If the municipality disagrees with the assessment of the independent consultant team, the 
municipality may submit within ten days an appeal to the MDLF with all necessary evidence. 
In case of appeals, the MDLF management will nominate an ad hoc appeals committee 
composed of MDLF staff. The appeal committee will assess the KPI on which the municipality 
disagrees according to the stipulations of this manual. The decision of the appeals committee 
is submitted to the MDLF board for final decision. The final decision of the MDLF Board is 
binding.  
 
 
 

VI Definition of Needs Proxy-indicators and their Assessment 
 
The weight of the needs allocation factor has been raised from 20% under MDP II to 30% 
under MDP III and aims at supporting better the needy municipalities in closing their gaps in 
public infrastructure and service provision. The needs allocation will comprise 30% of all grant 
funds of window 1. The needs allocation component will finance a flat allocation of 25.000 EUR 
to each municipality (unchanged compared to MDP II). The remaining funds of the needs 
allocation are based on existing public infrastructure and water and solid waste service 
provision. The proxy-indicators for the needs allocation are defined as follows:  

Public infrastructure and service provision: The proxy-indicator for municipal infrastructure 
of MDP II is slightly modified to include information on solid waste service provision: 

1. Paved roads in meters as % of all non-agricultural roads (> 80% good=0, 50% to 
80% fair=1, <50% bad=2); weight factor 3; 

2. Cumulated surface of public parks, sport areas and play grounds in m² per capita 
(> 0.75m² good=0, 0.25 to 0.75m² fair=1, < 0.25m² bad=2); weight factor 2;  

3. Existence of a solid waste service (100% coverage of households and 
establishments = good=0, 90- <100% coverage of households and establishments 
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= fair=1, <90% coverage of households and establishments = bad=2); weight 
factor 2; 

4. Existence of a water service (100% coverage of households and establishments, 
no need of tanker water = good=0, 90-100% coverage of households and 
establishments, 10% or less of households supplied with tanker water = fair=1, 
<90% coverage of households and establishments or > 10% of households 
supplied with tanker water = bad=2); weight factor 1; 

5. Water losses in m³ per capita (< 5m³ good=0, 5 to 15 m³ fair=1, > 15 m³ bad=2; in 
case of no one water service 2); weight factor 1 

6. Local government office space in m² per citizen (> 0.1 m² good=0, 0.05 to 0.1 m² 
fair=1, < 0.05 m² bad=2); weight factor 1;  

The needs per capita allocation is proportional to the total value of the combined proxy-
indicator which can take values between 0 (very good infrastructure and service provision) and 
20 (very bad infrastructure and service provision).  

Examples for the Infrastructure and Service Provision based Needs Allocation:  
 
1) In Nablus with 153,000 inhabitants, 350 km or 90% of internal roads are paved 
(good=0*factor 3; 0 points), 178.000 m² of public green spaces, sports areas and play grounds 
are available or 1.2 m² per inhabitant (good=0*factor 2; 0 points), 100% of households and 
100% of establishments have solid waste service (good=0*factor 2; 0 points), 100% of 
households have a water connection (good=0*factor 1; 0 points), water losses are 19 m³ per 
inhabitant (bad=2*factor 1; 2 points), the municipality has 3.407 m² of office space or 0.02 m² 
per inhabitant (bad=2*factor 1; 2 points). With 4 points in total, the public infrastructure and 
service provision in Nablus is good and the per capita allocation will be relatively low.  
 
2) In Khan Younis with 185,000 inhabitants, 83 km or 34% of internal roads are paved 
(bad=2*factor 3; 6 points), 13.000 m² of public green spaces, sports areas and play grounds 
are available or 0.1 m² per inhabitant (bad=2*factor 2; 4 points), 93% of households and 100% 
of establishments have solid waste service (fair=1*factor 2; 2 points), 93% of households have 
a water connection (fair=1*factor 1; 1 point), water losses are 20 m³ per inhabitant 
(bad=2*factor 1; 2 points), the municipality has 3.363 m² of office space or 0.02 m² per 
inhabitant (bad=2*factor 1; 2 points). With 17 points in total, the public infrastructure and 
service provision in Khan Younis is bad and the per capita allocation will be relatively high. 

 
 

VII Preliminary Allocation of MDP III Window 1 Grant Funds 
 
The preliminary empirical results analysed below are based on data available for the ranking 
of municipalities under MDP II cycle 2, additional budget data 2014 and 2015 requested from 
municipalities, the PCBS study on municipal infrastructure of 2009 and 2012, and pure 
estimates for KPIs which have been modified or are new indicators.  
 
The cumulated proxy-indicators for infrastructure and services vary between 2 and 19. There 
seems no specific bias with regard of the size of municipalities.  
 
For the simulation, it is expected that all municipalities will fulfill the Eligibility Conditions.  
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RANK E 
 
It is expected, that at most some of the six new municipalities (not included in the simulation) 
may not fulfil the Rank D criteria and will be in Rank E. The rank E municipalities will not receive 
any performance allocation, but they will receive an allocation based on population and needs 
if they satisfy the eligibility criteria.  
 
RANK D 
 
It is expected that almost all municipalities (may be except some of the new municipalities not 
included in the simulation) will fulfill the three Rank D KPIs. The simulation does not contain 
any municipality in Rank D.   
 
RANK C 
 
The simulation results in the following compliance with the six KPIs of Rank C:  
 
KPI 18 Municipal Complaint System established: 126 municipalities comply (MDP II data 
for the disclosure of budget and SDIP as a proxy-indicator) 
KPI 17 Public Disclosure of Executed Budget and Executed SDIP: 126 municipalities 
comply (estimate based on MDP II cycle 2 assessment) 
KPI 16 Fixed Assets Register in Place and Updated: 122 municipalities comply (MDP II 
cycle 2 assessment) 
KPI 15 Executed Budget Statement for the previous FY submitted to MoLG on time: 138 
municipalities comply (assumption) 
KPI 14 Separate financial accounting for enterprise revenues and expenditures 
established: 138 municipalities comply (assumption) 
KPI 13 Year on _Year Increase in own source Revenues (excluding enterprise revenues): 
102 municipalities comply (MDP II data) 
 
In total, the simulation indicates that   

 3 municipalities with 1.1x% of population may be in Rank C,  

 11 municipalities with 4.7% of population may be in Rank C+ 

 39 municipalities with 23.4% of population may be in Rank C++  

 85 municipalities fulfill all six KPIs and may graduate to Rank B 

 
 
 
 
RANK B  
 
The simulation results in the following compliance with the six KPIs of Rank B:  
 
KPI 12 Audit opinion disclosed to citizens and stakeholder: 105 municipalities comply 
(based on external audit data from MDP II) 
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KPI 11 At least 70 % Budget Execution: 32 municipalities comply (based on 2013 budget 
data)  
KPI 10 Unqualified Audit Opinion from Annual External Audit: 92 municipalities comply 
(latest MDP II assessment) 
KPI 9 No Increase in net Lending: 80 municipalities comply (based on the change in net 
lending from 2012 to 2013) 
KPI 8 Operational Surplus achieved: 35 municipalities comply (based on 2013 budget 
execution) 
KPI 7 At least 10% of the Budget Execution for Operation and Maintenance: 96 
municipalities comply (MDP II data) 
 
In total, the simulation indicates that   

 24 municipalities with 6,8% of population may be in Rank B,  

 43 municipalities with 33,54% of population may be in Rank B+ 

 14 municipalities with 29,3% of population may be in Rank B++  

 4 municipalities fulfill all six KPIs and may graduate to Rank A 

 
RANK A 
 
The simulation results in the following compliance with the six KPIs of Rank A:  
 
KPI 6 Functional Municipal Complaint System following MoLG guidelines: 68 
municipalities may comply (based on the existence of a one-stop shop in 2016 as a proxy) 
KPI 5 Green Spaces implemented: 56 municipalities comply (latest PCBS infrastructure 
assessment for MDP II) 
KPI 4 An Integrated Financial Management System IFMIS implemented: 8 municipalities 
comply (latest MDP II assessment).  
KPI 3 Cost Accounting Systems set up: 8 municipalities may comply (rought estimate based 
on the IFMIS implementation as proxy) 
KPI 2 Staff Costs < 45 % (West Bank) or < 70% (Gaza) of Operational and Capital 
expenditure: 63 municipalities comply (2013 data: 53% of West Bank municipalities and 28% 
of Gaza municipalities). 
KPI 3 Operation and Maintenance Plan in place: 4 municipalities comply (2016 actual data) 
 
In total, the simulation indicates that   

 3 municipalities with 1% of population may be in Rank A,  

 1 municipality with 0.2% of population may be in Rank A+ 

 no municipality may be in Rank A++ 
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Complaint

System
established

Separate
Bank

Accounts for
Enterprise
Revenues

established

Financial
Accounting

Polices,
Procedure

and Reports
in place

Public
disclosure of
SDIP,budget
plan, MDP

ranking

Datenreihen1 4 63 8 8 56 68 96 35 80 92 32 105 102 138 138 122 126 126 138 138 138

4

63

8 8

56

68

96

35

80

92

32

105 102

138 138

122
126 126

138 138 138

Compliance of Municipalities with updated KPIs for MDP3



CHART 2 
PRELIMINARY MUNICIPAL RANKING BASED ON SIMULATION 

Ranks 
 

Number of 
Municipalities 

Population Percent of 
population 

Allocation per 
rank in EUR 

EUR 
per 

capita 

A++ 0 0 0,0% 0  

A+ 1 6.721 0,2% 60.835 9,05 

A 3 35.119 1,0% 282.558 8,05 

B++ 14 1.042.072 29,3% 7.336.195 7,04 

B+ 43 1.193.915 33,5% 7.204.432 6,03 

B 24 243.802 6,8% 1.225.977 5,03 

C++ 39 833.815 23,4% 3.354.322 4,02 

C+ 11 166.559 4,7% 502.533 3,02 

C 3 40.384 1,1% 81.230 2,01 

D 0 0 0,0% 0  

E 0 0 0,0% 0 0,00 

TOTAL 138 3.562.387 100% 20.048.082  

 
CHART 3 

APPROVED MUNICIPAL RANKING MDP III Cycle 1 
Ranks 

 
Number of 

Municipalities 
 

Population Percent of 
population 

Allocation per 
rank in EUR 

EUR 
per 

capita 

A++      

A+      

A      

B++      

B+      

B      

C++      

C+      

C      

D      

E      

TOTAL 144  100%   

 
CHART 4 

APPROVED MUNICIPAL RANKING MDP III Cycle 2 
Ranks 

 
Number of 

Municipalities 
 

Population Percent of 
population 

Allocation per 
rank in EUR 

EUR 
per 

capita 

A++      

A+      

A      

B++      

B+      

B      

C++      

C+      

C      

D      

E      

TOTAL   100%   
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The following Chart 5 gives an oversight over the grant allocations for the different components 
of the GAM. It will be updated for cycle 1 and cycle 2 as soon as the total allocation is 
confirmed. 
 

CHART 5 
FUND ALLOCATION FOR DIFFERENT ALLOCATION COMPONENTS 

 
Allocation Component Relative Weight 

(%) 
Allocation 
net of VAT 

Population 20% 12,028,849 

Needs 30% 8,019,233 

Performance 50% 20,048,082 

Total Simulation based on MDP II 100% 40,096,319 

 
MDP III Cycle 1 (Plan) 

  

Population 20%  

Needs 30%  

Performance 50%  

Total MDP III Cycle 1 100% 46,000,000 

 
MDP III Cycle 2 (Plan) 

  

Population 20%  

Needs 30%  

Performance 50%  

Total MDP III Cycle 2 100% 54,000,000 

 
The detailed simulated allocations to each municipality are included in the Annexes I, J and K 
and the total amount compared to the allocations under MDP II in Annex L at the end of this 
Manual. This simulation is only preliminary since the actual assessment for cycle 1 is stil 
forthcoming.  
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ANNEXES 

 
 Annex A Municipal Grant System under MDP III 
 Annex B: Consolidated Results of the Ranking Indicators  
 Annex C: Operational Budget Surplus and Budget Execution  
 Annex D: Operation and Maintenance Expenditure 
 Annex E: Own Source Revenues 

Annex F: Staff Costs 
 Annex G: Questionnaire Form  
 Annex H: Status Infrastructure and Services  
 Annex I: Total Allocations per Municipality 
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ANNEX A:  
MUNICIPAL GRANT SYSTEM UNDER MDP III 

 

1. Basic Grant allocated based on population and needs 
Eligibility 

Conditions 

i. Annual Budget approved by the Municipal Council and submitted to MoLG on a timely basis 
ii. SDIP prepared according to new Guidelines (from year 3) 

2. Performance Grant. Grant allocated to municipalities based on performance according to KPIs  

Categories  D C B A 

No. of KPIs 3 KPIs 6 KPIs 6 KPIs 6 KPIs 

Graduation Compliance of 3 KPIs C: compliance of 2 out of 6  

C+: compliance of (3,4) out of 6 

C++: compliance of 5,6 out of 6 

In addition to the KPIs in rank D 

B: compliance of (2) out of 6  

B+: compliance of (3,4) out of 6 

B++: compliance of (5,6) out of 6 

In addition to the KPIs in rank D & 

rank C 

A: compliance of (2) out of 6  

A+: compliance of (3,4) out of 6 

A++: compliance of (5,6) out of 6 

In addition to the KPIs in rank D & rank C and 

rank B 

Performance 

Areas 

Key Performance Indicators Matrix  

Financial 

Performance 

and 

Sustainability 

 

 

 

 

 

 

 

 

  7. At least 10% of the budget 

execution for O&M 
 

a) O&M expenditure > 10% of total 

operational expenditure in last 

complete FY 

 

1.O&M Plan in place 
 

a) Computerized plan in line with manual 

b) Annually updated 

c) Plan consistent with assets registry and new 

works and services 

d) Plan includes instit. development 

 

 13. Year on year increase or > 50 

NIS own source revenues 

(excluding enterprise revenues)  
 

a) Own source revenues (see manual) have 

increased compared to previous FY or 

reached 50 NIS per capita 

 

8. Operational Surplus 

achieved 
 

a) Operational expenditures are below 

operational reveneus of the last 

complete FY 

 

2. Staff Costs <45% WB <70% GZ of 

Operational and Capital expenditure  
 

a) Total staff expenditure operational budget 

<45% (WB) or <70% (Gaza) of total expenditure 

operational budget in last complete FY 

 

19. Separate bank 

Accounts for Enterprise 

revenues established 
 

a) Bank statements showing that 

separate bank accounts are 

opened and in use. 

 

14. Separate financial accounting 

for enterprise revenues and 

expenditures established 
 

a) Executed enterprise budget of last FY 

with income statement and bank 

reconciliation (if any enterprise activities) 

 

9. No increase in net lending  
 

a) No increase in net lending 

according to MoF data 

b) Administrative reduction of net 

lending has not been counterbalanced 

by an increase in net lending 

 

3. Cost Accounting Systems set up 
 

a) financial statement for each fund in last 

complete FY 

b) report for each cost center of enterprise fund in 

last complete FY 

c) documented and justified overhead allocation 

in last complete FY 
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Institutional 

Performance 

20. Financial Accounting 

Policies and Procedures 

in place 
 

a) two last quarterly reports 

available and conforming 

with minimum content 

according to manual 

15. Executed Budget Statement 

for the previous FY submitted to 

MoLG on time 
 

a) Executed budget covering complete 

fiscal year (January – December) available 

b) MoLG informs MDLF 

10. Unqualified Audit 

Opinion from Annual 

external audit 
 

a) Audit report totally satisfactory 

with regard to items listed in the 

manual 

b) Audit follows up previous 

management letters and municipality 

has addressed issues raised 

adequately 

 

4. IFMIS implemented 
 

a) system is conforming to minimum 

requirements (see main manual) 

b) timely issuance of last two quarterly reports 

within one month after the end of reporting 

period 

 

 16. Fixed Asset Register in place 

and updated 
 

a) Fixed asset registry set up according 

manual 

b) Fixed asset registry has been updated 

annually 

11. At least 70% Budget 

Execution 
 

a) Operational revenues executed > 

70% of budget plan 

b) Operational expenditure does not 

exceed planned operational revenues, 

except covered by executed revenues 

 

5. Green Spaces implemented 
 

a) maintained green areas, sport areas, play 

grounds and parks (source PCBS) > 0.5 m² per 

capita in WB urban and > 0.3 m³ in WB rural and 

Gaza  

 

 

 

Transparency, 

Accountability 

and 

Participation 

21. Public Disclosure of 

annual budget, SDIP 

and MDP performance 

ranking  
 

a) Information disclosed in line 

with public disclosure 

procedures 

b) (second cycle) Annual budget 

plan disclosure done in the 

readable budget format 

 

17. Public Disclosure of executed 

budget and executed SDIP  
 

a) Council decision approving executed 

budgets (see manual) 

b) Council disclosed executed budget and 

executed SDIP according to disclosure 

procedures by March 31 of the following 

year 

c) (second cycle) Budget disclosure done in 

the readable budget format 

 

12. Audit opinion disclosed 

to citizens and stakeholders 
 

a) External Audit in the last complete 

FY 

b) Disclosure of audit opinion by 

foreseen means 

 

 

 18. Municipal Complaint System 

established 
 

a) Complaint process posted on homepage / 

Facebook or bulletin’s board 

 

 

 

 

6. Functional Municipal Complaint 

System following MoLG guidelines 
 

a) (still to be specified) 
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ANNEX B:  
CONSOLIDATED RESULTS OF THE RANKING INDICATORS 

 

 
 

No Mun. Name
KPI 1

FPS

KPI 2

FPS

KPI 3

FPS

KPI 4

IP

KPI 5

IP

KPI 6

TAP

KPI 7

FPS

KPI 8

FPS

KPI 9

FPS

KPI 10

IP

KPI 11

IP

KPI 12

TAP

Pop. 

2016 

(projec

ted)

O&M 

Plan in 

place

Staff cost < 

45% WB or 

< 70% GZ of 

Operational 

and Capital 

expenditure

Cost 

accoun-

ting 

Systems 

set up

IFMIS 

imple-

mented

Green 

Spaces 

imple-

mented

Functional 

Municipal 

Complaint 

System 

following 

MoLG 

guidelines

At least 

10% of 

the 

Budget 

Executio

n for 

O&M

Opera-

tional 

Surplus 

achieved

No 

Increase 

in net 

Lending

Unqualified 

Audit 

Opinion 

from 

Annual 

External 

Audit

At least 

70% 

Budget 

Exe-

cution

Audit 

Opinion 

disclosed 

to 

Citizens 

and Stake-

holders

1 Al Tayybeh 1.858 No Yes No No Yes No Yes Yes Yes No Yes No

2 Al Masdar 2.491 No No No No Yes No No No No No No Yes

3 Al Newe'emeh 1.576 No Yes No No Yes No No No Yes No No No

4 Atara 2.905 No No No No Yes No Yes No Yes Yes No Yes

5 Sabastya 4.263 No No No No Yes No No No Yes Yes No Yes

6 Um Al Naser 3.923 No No No No No No Yes Yes No No No No

7 Zeita 3.345 No No No No Yes No Yes No No Yes No Yes

8 Jayyus 4.160 No Yes No No Yes No Yes No No No No No

9 Wadi Gaza 3.795 No No No No No No No No Yes No No No

10 Al Zahra 4.010 No Yes No No No No Yes Yes No No Yes No

11 Abwein 3.991 No No No No No No Yes No Yes No No No

12 Deir Istia 3.817 No No No No No No No No Yes Yes No Yes

13 Deir Ballut 3.877 No Yes No No No No Yes No Yes No No No

14 Bruqin 3.926 No No No No No No Yes No No No No No

15 Kefel Hares 3.941 No No No No No No No No Yes Yes No Yes

16 Az Zababedah 4.555 No Yes No No Yes No No No Yes No Yes Yes

17 Turmosayya 4.781 No Yes No No No No No Yes Yes No Yes No

18 Qarawat Bani Hassan 4.612 No Yes No No No Yes No No No No Yes Yes

19 Beit Sureik 4.544 No No No No No No No Yes Yes Yes Yes Yes

20 Kufor Tholoth 4.882 No No No No Yes Yes Yes No Yes No No No

21 Beit Anan 4.653 No No No No No No Yes Yes Yes Yes Yes Yes

22 Kafr Al Labad 4.963 No No No No Yes No Yes No Yes Yes No Yes

23 Baqa Al Sharqeyya 9.046 No Yes No No Yes No No No Yes Yes No Yes

24 Al Oja 5.214 No No No No No No No No No No No No

25 Al Mazra'a Ash Sharqeyya 5.752 No No No No Yes No Yes Yes Yes Yes Yes Yes

26 Birzeit 5.796 No Yes No No No Yes Yes Yes Yes Yes Yes Yes

27 Kufor Al Deek 5.524 No Yes No No Yes No No No Yes No No No

28 Ne'lin 5.852 No Yes No No Yes No No No No Yes No Yes

29 Wadi Al Salqa 6.145 No No No No No No Yes No No yes No Yes

30 Al Zawyeh 5.768 No Yes No No No No No No No Yes No Yes

31 Bir Nabala 5.631 No No No No Yes No Yes No Yes Yes No Yes

32 Beit Leed 5.858 No No No No Yes No No No Yes No No No

33 East Bani Zeid 6.505 No No No No No Yes Yes No Yes Yes Yes Yes

34 Sinjel 6.700 No No No No No Yes Yes Yes Yes Yes No Yes

35 Deir Debwan 6.721 No No Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes

36 Janata 6.816 No Yes No No No No Yes No No No No No

37 West Bani Zeid 7.058 No No No No Yes Yes No No No Yes Yes Yes

38 Al Fokhari 7.194 No No No No No No Yes Yes No No No No

39 Howwara 6.759 No No No No Yes No Yes No No Yes No yes

40 Borqin 7.066 No Yes No No Yes No Yes No Yes Yes No Yes

41 Seelet Ad Daher 7.201 No Yes No No No No Yes No Yes yes No Yes

42 As Sawahreh Ash Sharqiyya6.780 No Yes No No Yes No No No No Yes No Yes

43 Hableh 7.908 No Yes No No Yes Yes Yes No Yes No No No

44 Abasan Al Jadeeda 7.878 No No No No No No No No No No No No

45 Silwad 7.836 No No No No Yes Yes Yes Yes Yes Yes Yes Yes

46 Allar 7.921 No No No No Yes Yes No No No Yes No Yes

Ranking Levels Rank A Rank B
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No Mun. Name
KPI 1

FPS

KPI 2

FPS

KPI 3

FPS

KPI 4

IP

KPI 5

IP

KPI 6

TAP

KPI 7

FPS

KPI 8

FPS

KPI 9

FPS

KPI 10

IP

KPI 11

IP

KPI 12

TAP

Pop. 

2016 

(projec

ted)

O&M 

Plan in 

place

Staff cost < 

45% WB or 

< 70% GZ of 

Operational 

and Capital 

expenditure

Cost 

accoun-

ting 

Systems 

set up

IFMIS 

imple-

mented

Green 

Spaces 

imple-

mented

Functional 

Municipal 

Complaint 

System 

following 

MoLG 

guidelines

At least 

10% of 

the 

Budget 

Executio

n for 

O&M

Opera-

tional 

Surplus 

achieved

No 

Increase 

in net 

Lending

Unqualified 

Audit 

Opinion 

from 

Annual 

External 

Audit

At least 

70% 

Budget 

Exe-

cution

Audit 

Opinion 

disclosed 

to 

Citizens 

and Stake-

holders

47 Azzaytuna 7.261 No Yes No No No No Yes No Yes Yes No Yes

48 Jammaein 7.554 No Yes No No Yes Yes Yes No Yes Yes No Yes

49 Za'tara 7.915 No No No No No No Yes No No No No No

50 Al Naser 8.495 No No No No Yes No Yes No No No No No

51 Qatanna 7.550 No Yes No No No Yes No No Yes No No No

52 Al Moghraqa 8.496 No No No No Yes No Yes No No No No No

53 Aqqaba 8.710 No Yes No No No No Yes No Yes Yes No Yes

54 Bal'aa 7.746 No Yes No No Yes No Yes No Yes No No No

55 Kharas 8.789 No Yes No No No No Yes No No Yes No Yes

56 Bedu 7.947 No Yes Yes Yes Yes No Yes No Yes Yes No Yes

57 Al Ittihad 8.706 No No No No No No No No No Yes Yes Yes

58 Meithalun (Al-Muttahida)21.532 No Yes No No No Yes Yes Yes Yes Yes No Yes

59 Qabalan 8.652 No Yes Yes Yes No Yes Yes No Yes No No Yes

60 Anabta 8.597 No No No No Yes Yes Yes No Yes Yes No Yes

61 Kufor Ra'ie 10.351 No Yes No No No Yes No No No No No Yes

62 Aseera Ash Shamaliyya 9.169 No No No No No No Yes Yes Yes Yes Yes Yes

63 Beit Liqia 9.866 No Yes No No Yes No Yes No No Yes No Yes

64 Azzun 11.091 No Yes No No Yes Yes Yes No Yes Yes No Yes

65 Bedia 9.784 No No No No Yes Yes Yes No Yes Yes No Yes

66 Beit Awwa (Al-Yasiriyya) 18.886 No No No No No No Yes No No Yes No Yes

67 Aqraba 10.050 No Yes No No Yes No Yes No Yes Yes Yes Yes

68 Deir Al Ghosoun 9.668 No Yes No No Yes Yes Yes No Yes No No No

69 Qaffin 9.838 No Yes No No Yes No Yes No Yes No No No

70 Jaba'a 11.132 No No Yes Yes Yes No Yes No Yes No No Yes

71 Salfit 10.947 Yes No No No Yes Yes Yes No Yes Yes No Yes

72 Ash Shoyukh 11.636 No Yes No No No No Yes No No No No Yes

73 Taqu'a 12.451 No Yes No No No No Yes No No No No No

74 Atteel 10.601 No Yes No No No Yes Yes No No Yes No Yes

75 Beta 11.017 No Yes Yes Yes No Yes Yes No Yes Yes No Yes

76 Khaza'aa 11.880 No Yes No No No No Yes No No Yes No Yes

77 Seelet Al Hartheyya 11.711 No Yes No No Yes No Yes No Yes No No No

78 Ad Doha 12.275 No Yes No No No No Yes Yes Yes Yes Yes Yes

79 A l Khader 12.301 No No No No Yes No Yes No Yes No No Yes

80 Arraba 12.698 No No No No Yes Yes Yes No Yes Yes No Yes

81 Beit Foreek 12.546 No Yes No No No Yes Yes No Yes Yes No Yes

82 Taffuh 13.995 No Yes No No No Yes Yes No Yes Yes No Yes

83 Al Shokeh 14.453 No No No No Yes No Yes No Yes No No no

84 Al Ubeidiyya 13.533 No No No No Yes No Yes Yes No Yes Yes Yes

85 Abu Dees 12.604 No No No No Yes Yes Yes Yes No Yes No Yes

86 Tammun 14.359 No Yes No No No No Yes No Yes Yes No Yes

87 Beit Ula 14.375 No No No No No No Yes No Yes Yes No Yes

88 Beit Fajjar 13.849 No No No No Yes Yes Yes No No No No No

89 Beit Jala 17.425 No No No No No Yes Yes Yes Yes Yes Yes Yes

90 Anata 14.085 No No No No No Yes Yes No No yes No Yes

91 Beit Sahur 15.565 No No No No No Yes No No Yes Yes No Yes

92 Surif 17.999 No Yes No No No Yes No No Yes Yes No Yes

Ranking Levels Rank A Rank B
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No Mun. Name
KPI 1

FPS

KPI 2

FPS

KPI 3

FPS

KPI 4

IP

KPI 5

IP

KPI 6

TAP

KPI 7

FPS

KPI 8

FPS

KPI 9

FPS

KPI 10

IP

KPI 11

IP

KPI 12

TAP

Pop. 

2016 

(projec

ted)

O&M 

Plan in 

place

Staff cost < 

45% WB or 

< 70% GZ of 

Operational 

and Capital 

expenditure

Cost 

accoun-

ting 

Systems 

set up

IFMIS 

imple-

mented

Green 

Spaces 

imple-

mented

Functional 

Municipal 

Complaint 

System 

following 

MoLG 

guidelines

At least 

10% of 

the 

Budget 

Executio

n for 

O&M

Opera-

tional 

Surplus 

achieved

No 

Increase 

in net 

Lending

Unqualified 

Audit 

Opinion 

from 

Annual 

External 

Audit

At least 

70% 

Budget 

Exe-

cution

Audit 

Opinion 

disclosed 

to 

Citizens 

and Stake-

holders

93 Beit Ummar 18.284 No Yes No No No Yes Yes No No Yes No Yes

94 Ya'bad 17.479 No No No No Yes Yes No No No Yes No Yes

95 Tarqumia 18.960 No Yes No No No No No Yes No Yes Yes Yes

96 Tubas 8.710 No Yes No No No Yes Yes Yes Yes Yes Yes Yes

97 Al Yamun 20.363 No No Yes Yes No No Yes Yes Yes Yes No Yes

98 Al Zawayda 22.530 No No No No No Yes Yes No No Yes No Yes

99 Al Eizariyya 20.582 No No No No No Yes No No No Yes Yes Yes

100 Se'ier 23.830 No Yes No No No Yes Yes No No No No Yes

101 Jericho 23.220 No No No No No Yes Yes No Yes Yes No Yes

102 Abasan Al Kabira 23.914 No Yes No No No Yes Yes No Yes Yes No Yes

103 Idna 25.107 No Yes No No Yes Yes No No No Yes No Yes

104 Qabatya 23.860 No Yes No No Yes Yes No No Yes Yes No Yes

105 AL Samu'e 25.949 Yes No No No No Yes No No No Yes No Yes

106 Beitunia 25.288 No Yes No No No Yes Yes Yes Yes Yes No Yes

107 Al Qarara 25.675 No Yes No No No Yes Yes No Yes Yes No Yes

108 Bani N'eim 26.523 No Yes No No No Yes Yes No No No No No

109 Al Ram 23.800 No No No No No Yes Yes Yes Yes Yes Yes Yes

110 Halhul 29.222 No Yes No No No Yes Yes Yes No No Yes Yes

111 Al Maghazi 30.076 No No No No No No No No No Yes No Yes

112 Bethlehem 31.799 No No No No No Yes No No Yes Yes No Yes

113 Ramallah 35.140 No Yes No No No Yes No Yes Yes Yes Yes Yes

114 Dura 38.351 Yes Yes No No Yes Yes Yes No No Yes No Yes

115 AdDaheriyya 38.444 No No No No No Yes Yes No No Yes No Yes

116 Bani Sheila 41.174 No No No No No Yes Yes No No Yes No Yes

117 Al Braij 45.031 No No No No No No Yes No No No No No

118 Beit Hanun 53.094 No No No No No Yes No No Yes No Yes No

119 Al Bireh 48.887 No No No No No Yes Yes Yes Yes Yes No Yes

120 Jenin 48.724 No No No No No Yes No Yes No Yes Yes Yes

121 Qalqilia 4.160 Yes No No No Yes Yes Yes No Yes Yes No Yes

122 Yatta 67.356 No No No No No Yes No No No No No Yes

123 Tulkarem 60.647 No Yes No No Yes Yes Yes No Yes Yes No Yes

124 Deir Al Balah 72.409 No No No No No Yes Yes Yes No Yes Yes Yes

125 Beit Lahia 31.799 No No No No No No No Yes Yes Yes No Yes

126 An Nseirat 86.135 No No No No No Yes Yes No Yes Yes No Yes

127 Rafah 164.000 No #WERT! No No Yes Yes No Yes No Yes Yes Yes

128 Jabalia 171.642 No No No No No Yes Yes Yes Yes Yes No Yes

129 Nablus 153.061 No No Yes Yes Yes Yes No Yes No Yes Yes Yes

130 Khan Yunis 185.250 No Yes No No No Yes Yes No Yes Yes No Yes

131 Hebron 221.966 No No Yes Yes No Yes Yes Yes Yes No Yes Yes

132 Gaza 583.870 No No No No Yes Yes Yes Yes No Yes Yes Yes

133 Al-Kafriyyat 8.410 No Yes No No Yes No Yes No No Yes No Yes

134 Marj Bin Amer 23.419 No Yes No No Yes Yes Yes No No Yes No Yes

135 Noba 5.726 No Yes No No No No Yes Yes Yes No No Yes

136 Sorda - Abo Qash 3.116 No #DIV/0! No No No No No No Yes Yes No Yes

137 Kofor Dan 6.399 No Yes No No No Yes Yes No Yes No No No

138 Al- Karmel 4.940 No No No No No No No No No yes No yes

 Number of compliant muncipalities 4 63 8 8 56 68 96 35 80 92 32 105



30 

 

 
 

No Mun. Name
KPI 13

FPS

KPI 14

FPS

KPI 15

IP

KPI 16

IP

KPI 17

TAP

KPI 18

TAP

KPI 19

TAP

KPI 20

TAP

KPI 21

TAP

Pop. 

2016 

(projec

ted)

Year on Year 

Increase or > 

50 NIS own 

source 

revenues 

(excluding 

enterprise 

revenues)

Separate 

financial 

accounting 

for 

enterprise 

revenues and 

expenditure 

established

Executed 

Budget 

Statement 

for the 

previous FY 

submitted to 

MoLG in time

Fixed 

Assets 

Register  

in Place 

and 

updated

Public 

Disclosure 

of 

executed 

budget 

and 

executed 

SDIP

Municipal 

Complaint 

System 

estab-

lished

Separate 

Bank 

Accounts for 

Enterprise 

Revenues 

established

Financial 

Accounting 

Polices, 

Procedure  

and 

Reports in 

place

Public 

disclosure 

of SDIP, 

budget 

plan, MDP 

ranking 

N° 

Yes 

Rank 

 A

N° 

Yes 

Rank 

 B

N° 

Yes 

Rank 

 C

Rank 

D ful-

filled

Rank 

MDP 

III

Rank 

MDP II 

cycle 

2

1 Al Tayybeh 1.858 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 4 6 Yes B+ C+

2 Al Masdar 2.491 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 1 6 Yes B C+

3 Al Newe'emeh 1.576 Yes Yes Yes Yes No No Yes Yes Yes 2 1 4 Yes C+ C+

4 Atara 2.905 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 4 6 Yes B+ B+

5 Sabastya 4.263 No Yes Yes Yes Yes Yes Yes Yes Yes 1 3 5 Yes C++ B+

6 Um Al Naser 3.923 Yes Yes Yes Yes Yes Yes Yes Yes Yes 0 2 6 Yes B C+

7 Zeita 3.345 No Yes Yes Yes Yes Yes Yes Yes Yes 1 3 5 Yes C++ B+

8 Jayyus 4.160 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 1 6 Yes B C+

9 Wadi Gaza 3.795 Yes Yes Yes Yes Yes Yes Yes Yes Yes 0 1 6 Yes B C+

10 Al Zahra 4.010 Yes Yes Yes Yes yes yes Yes Yes Yes 1 3 6 Yes B+ C+

11 Abwein 3.991 Yes Yes Yes Yes Yes Yes Yes Yes Yes 0 2 6 Yes B C+

12 Deir Istia 3.817 No Yes Yes Yes Yes Yes Yes Yes Yes 0 3 5 Yes C++ B+

13 Deir Ballut 3.877 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 2 6 Yes B C+

14 Bruqin 3.926 Yes Yes Yes Yes Yes Yes Yes Yes Yes 0 1 6 Yes B C+

15 Kefel Hares 3.941 Yes Yes Yes Yes Yes Yes Yes Yes Yes 0 3 6 Yes B+ B+

16 Az Zababedah 4.555 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 3 6 Yes B+ B+

17 Turmosayya 4.781 Yes Yes Yes Yes No No Yes Yes Yes 1 3 4 Yes C+ C+

18 Qarawat Bani Hassan 4.612 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 2 6 Yes B B+

19 Beit Sureik 4.544 Yes Yes Yes Yes Yes Yes Yes Yes Yes 0 5 6 Yes B++ C+

20 Kufor Tholoth 4.882 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 2 6 Yes B C+

21 Beit Anan 4.653 Yes Yes Yes No Yes Yes Yes Yes Yes 0 6 5 Yes C++ B+

22 Kafr Al Labad 4.963 No Yes Yes Yes Yes Yes Yes Yes Yes 1 4 5 Yes C++ B+

23 Baqa Al Sharqeyya 9.046 No Yes Yes Yes Yes Yes Yes Yes Yes 2 3 5 Yes C++ B

24 Al Oja 5.214 No Yes Yes Yes Yes Yes Yes Yes Yes 0 0 5 Yes C++ C+

25 Al Mazra'a Ash Sharqeyya 5.752 Yes Yes Yes Yes No No Yes Yes Yes 1 6 4 Yes C+ B+

26 Birzeit 5.796 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 6 6 Yes A B+

27 Kufor Al Deek 5.524 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 1 6 Yes B C+

28 Ne'lin 5.852 No Yes Yes Yes Yes Yes Yes Yes Yes 2 2 5 Yes C++ B+

29 Wadi Al Salqa 6.145 No Yes Yes Yes Yes Yes Yes Yes Yes 0 3 5 Yes C++ B

30 Al Zawyeh 5.768 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 2 6 Yes B B+

31 Bir Nabala 5.631 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 4 6 Yes B+ B+

32 Beit Leed 5.858 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 1 6 Yes B C+

33 East Bani Zeid 6.505 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 5 6 Yes B++ B+

34 Sinjel 6.700 No Yes Yes Yes Yes Yes Yes Yes Yes 1 5 5 Yes C++ B+

35 Deir Debwan 6.721 Yes Yes Yes yes Yes Yes Yes Yes Yes 4 6 6 Yes A+ B+

36 Janata 6.816 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 1 6 Yes B C+

37 West Bani Zeid 7.058 Yes Yes Yes No Yes Yes Yes Yes Yes 2 3 5 Yes C++ B

38 Al Fokhari 7.194 Yes Yes Yes Yes Yes Yes Yes Yes Yes 0 2 6 Yes B C+

39 Howwara 6.759 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 3 6 Yes B+ B+

40 Borqin 7.066 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 4 6 Yes B+ B+

41 Seelet Ad Daher 7.201 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 4 6 Yes B+ B+

42 As Sawahreh Ash Sharqiyya6.780 Yes Yes Yes Yes No No Yes Yes Yes 2 2 4 Yes C+ B

43 Hableh 7.908 Yes Yes Yes Yes Yes Yes Yes Yes Yes 3 2 6 Yes B C+

44 Abasan Al Jadeeda 7.878 Yes Yes Yes Yes Yes Yes Yes Yes Yes 0 0 6 Yes B C+

45 Silwad 7.836 Yes Yes Yes yes Yes Yes Yes Yes Yes 2 6 6 Yes A B+

46 Allar 7.921 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 2 6 Yes B B+

Ranking Levels

Ranking 

Rank C Rank D
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47 Azzaytuna 7.261 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 4 6 Yes B+ B+

48 Jammaein 7.554 No Yes Yes Yes Yes Yes Yes Yes Yes 3 4 5 Yes C++ B

49 Za'tara 7.915 Yes Yes Yes Yes Yes Yes Yes Yes Yes 0 1 6 Yes B C+

50 Al Naser 8.495 No Yes Yes Yes Yes Yes Yes Yes Yes 1 1 5 Yes C++ C+

51 Qatanna 7.550 No Yes Yes Yes Yes Yes Yes Yes Yes 2 1 5 Yes C++ C+

52 Al Moghraqa 8.496 No Yes Yes Yes No No Yes Yes Yes 1 1 3 Yes C+ C+

53 Aqqaba 8.710 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 4 6 Yes B+ B+

54 Bal'aa 7.746 No Yes Yes Yes Yes Yes Yes Yes Yes 2 2 5 Yes C++ C+

55 Kharas 8.789 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 3 6 Yes B+ C+

56 Bedu 7.947 Yes Yes Yes Yes Yes Yes Yes Yes Yes 4 4 6 Yes B+ B

57 Al Ittihad 8.706 Yes Yes Yes Yes Yes Yes Yes Yes Yes 0 3 6 Yes B+ B+

58 Meithalun (Al-Muttahida)21.532 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 5 6 Yes B++ B+

59 Qabalan 8.652 Yes Yes Yes Yes Yes Yes Yes Yes Yes 4 3 6 Yes B+ B+

60 Anabta 8.597 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 4 6 Yes B+ B+

61 Kufor Ra'ie 10.351 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 1 6 Yes B B+

62 Aseera Ash Shamaliyya 9.169 Yes Yes Yes Yes Yes Yes Yes Yes Yes 0 6 6 Yes B++ B+

63 Beit Liqia 9.866 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 3 6 Yes B+ C+

64 Azzun 11.091 Yes Yes Yes No Yes Yes Yes Yes Yes 3 4 5 Yes C++ B+

65 Bedia 9.784 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 4 6 Yes B+ B+

66 Beit Awwa (Al-Yasiriyya) 18.886 Yes Yes Yes Yes Yes Yes Yes Yes Yes 0 3 6 Yes B+ B+

67 Aqraba 10.050 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 5 6 Yes B++ B+

68 Deir Al Ghosoun 9.668 Yes Yes Yes No Yes Yes Yes Yes Yes 3 2 5 Yes C++ C+

69 Qaffin 9.838 Yes Yes Yes No Yes Yes Yes Yes Yes 2 2 5 Yes C++ C+

70 Jaba'a 11.132 No Yes Yes Yes Yes Yes Yes Yes Yes 3 3 5 Yes C++ C+

71 Salfit 10.947 Yes Yes Yes Yes Yes Yes Yes Yes Yes 3 4 6 Yes B+ B+

72 Ash Shoyukh 11.636 No Yes Yes Yes Yes Yes Yes Yes Yes 1 2 5 Yes C++ B

73 Taqu'a 12.451 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 1 6 Yes B C+

74 Atteel 10.601 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 3 6 Yes B+ B+

75 Beta 11.017 No Yes Yes Yes Yes Yes Yes Yes Yes 4 4 5 Yes C++ B

76 Khaza'aa 11.880 No Yes Yes Yes Yes Yes Yes Yes Yes 1 3 5 Yes C++ C+

77 Seelet Al Hartheyya 11.711 Yes Yes Yes Yes No No Yes Yes Yes 2 2 4 Yes C+ C+

78 Ad Doha 12.275 Yes Yes Yes No Yes Yes Yes Yes Yes 1 6 5 Yes C++ B+

79 A l Khader 12.301 No Yes Yes Yes Yes Yes Yes Yes Yes 1 3 5 Yes C++ B

80 Arraba 12.698 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 4 6 Yes B+ B

81 Beit Foreek 12.546 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 4 6 Yes B+ B+

82 Taffuh 13.995 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 4 6 Yes B+ B+

83 Al Shokeh 14.453 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 2 6 Yes B C+

84 Al Ubeidiyya 13.533 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 5 6 Yes B++ B+

85 Abu Dees 12.604 No Yes Yes Yes Yes Yes Yes Yes Yes 2 4 5 Yes C++ B+

86 Tammun 14.359 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 4 6 Yes B+ B+

87 Beit Ula 14.375 Yes Yes Yes Yes Yes Yes Yes Yes Yes 0 4 6 Yes B+ B+

88 Beit Fajjar 13.849 No Yes Yes No No No Yes Yes Yes 2 1 2 Yes C C+

89 Beit Jala 17.425 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 6 6 Yes B++ B+

90 Anata 14.085 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 3 6 Yes B+ C+

91 Beit Sahur 15.565 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 3 6 Yes B+ B+

92 Surif 17.999 Yes Yes Yes No No No Yes Yes Yes 2 3 3 Yes C+ C+

Ranking Levels

Ranking 

Rank C Rank D
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93 Beit Ummar 18.284 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 3 6 Yes B+ C+

94 Ya'bad 17.479 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 2 6 Yes B B+

95 Tarqumia 18.960 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 4 6 Yes B+ C+

96 Tubas 8.710 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 6 6 Yes A B+

97 Al Yamun 20.363 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 5 6 Yes B++ B+

98 Al Zawayda 22.530 No Yes Yes Yes Yes Yes Yes Yes Yes 1 3 5 Yes C++ B

99 Al Eizariyya 20.582 Yes Yes Yes No Yes Yes Yes Yes Yes 1 3 5 Yes C++ B

100 Se'ier 23.830 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 2 6 Yes B B+

101 Jericho 23.220 Yes Yes Yes No Yes Yes Yes Yes Yes 1 4 5 Yes C++ B+

102 Abasan Al Kabira 23.914 No Yes Yes yes Yes Yes Yes Yes Yes 2 4 5 Yes C++ B

103 Idna 25.107 Yes Yes Yes No Yes Yes Yes Yes Yes 3 2 5 Yes C++ B

104 Qabatya 23.860 Yes Yes Yes Yes Yes Yes Yes Yes Yes 3 3 6 Yes B+ B

105 AL Samu'e 25.949 No Yes Yes Yes Yes Yes Yes Yes Yes 2 2 5 Yes C++ B+

106 Beitunia 25.288 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 5 6 Yes B++ B+

107 Al Qarara 25.675 No Yes Yes Yes Yes Yes Yes Yes Yes 2 4 5 Yes C++ B+

108 Bani N'eim 26.523 No Yes Yes Yes Yes Yes Yes Yes Yes 2 1 5 Yes C++ C+

109 Al Ram 23.800 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 6 6 Yes B++ B+

110 Halhul 29.222 No Yes Yes Yes Yes Yes Yes Yes Yes 2 4 5 Yes C++ B+

111 Al Maghazi 30.076 No Yes Yes yes Yes Yes Yes Yes Yes 0 2 5 Yes C++ C+

112 Bethlehem 31.799 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 3 6 Yes B+ B+

113 Ramallah 35.140 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 5 6 Yes B++ B+

114 Dura 38.351 Yes Yes Yes Yes Yes Yes Yes Yes Yes 4 3 6 Yes B+ B+

115 AdDaheriyya 38.444 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 3 6 Yes B+ C+

116 Bani Sheila 41.174 No Yes Yes Yes Yes Yes Yes Yes Yes 1 3 5 Yes C++ B

117 Al Braij 45.031 Yes Yes Yes yes No No Yes Yes Yes 0 1 4 Yes C+ C+

118 Beit Hanun 53.094 No Yes Yes No Yes Yes Yes Yes Yes 1 2 4 Yes C+ C+

119 Al Bireh 48.887 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 5 6 Yes B++ B+

120 Jenin 48.724 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 4 6 Yes B+ B+

121 Qalqilia 4.160 Yes Yes Yes Yes Yes Yes Yes Yes Yes 3 4 6 Yes B+ B+

122 Yatta 67.356 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 1 6 Yes B B+

123 Tulkarem 60.647 Yes Yes Yes Yes Yes Yes Yes Yes Yes 3 4 6 Yes B+ B+

124 Deir Al Balah 72.409 No Yes Yes Yes Yes Yes Yes Yes Yes 1 5 5 Yes C++ B+

125 Beit Lahia 31.799 No Yes Yes yes Yes Yes Yes Yes Yes 0 4 5 Yes C++ B

126 An Nseirat 86.135 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 4 6 Yes B+ B

127 Rafah 164.000 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 4 6 Yes B+ B+

128 Jabalia 171.642 No Yes Yes Yes Yes Yes Yes Yes Yes 1 5 5 Yes C++ B+

129 Nablus 153.061 Yes Yes Yes Yes Yes Yes Yes Yes Yes 4 4 6 Yes B+ B+

130 Khan Yunis 185.250 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 4 6 Yes B+ B+

131 Hebron 221.966 Yes Yes Yes Yes Yes Yes Yes Yes Yes 3 5 6 Yes B++ B+

132 Gaza 583.870 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 5 6 Yes B++ B+

133 Al-Kafriyyat 8.410 Yes Yes Yes Yes Yes Yes Yes Yes Yes 2 3 6 Yes B+ C+

134 Marj Bin Amer 23.419 No Yes Yes No No No Yes Yes Yes 3 3 2 Yes C C+

135 Noba 5.726 Yes Yes Yes Yes Yes Yes Yes Yes Yes 1 4 6 Yes B+ B+

136 Sorda - Abo Qash 3.116 No Yes Yes No No No Yes Yes Yes 0 3 2 Yes C C+

137 Kofor Dan 6.399 Yes Yes Yes No No No Yes Yes Yes 2 2 3 Yes C+ C

138 Al- Karmel 4.940 No Yes Yes No Yes Yes Yes Yes Yes 0 2 4 Yes C+ C+

 Number of compliant muncipalities 102 138 138 122 126 126 138 138 138
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ANNEX C:  
OPERATIONAL BUDGET SURPLUS AND BUDGET EXECUTION  

 

 

No Municipality Name
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if collection > 100%) 
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yes in column 

H and I

70%

NIS NIS NIS NIS NIS % 100%

1 Al Tayybeh 0 517.372 426.246 0 Yes Yes 586.136 88% Yes Yes Yes

2 AL Masdar 202.418 180.578 300.031 304.346 No No 524.700 34% No Yes No

3 Al Nowa'meah 0 193.937 310.245 0 No Yes 337.000 58% No Yes No

4 Atara 0 492.394 527.510 0 No Yes 888.648 55% No Yes No

5 Sabastya 17.324 165.352 413.293 5.428 No Yes 792.522 21% No Yes No

6 Um Al Naser 438.537 353.070 224.087 486.537 Yes No 535.500 66% No Yes No

7 Zeita 163.941 363.226 430.152 183.407 No No 673.500 54% No Yes No

8 Jayyus 0 466.224 635.361 938.807 No No 724.668 64% No Yes No

9 Wadi Gaza 261.262 237.357 258.657 205.874 No Yes 552.600 43% No Yes No

10 Al Zahra 706.906 1.243.523 873.330 853.648 Yes No 1.499.500 83% Yes Yes Yes

11 Abwein 0 486.117 531.545 0 No Yes 362.650 134% Yes No No

12 Deir Istia 1.282.093 188.785 440.777 1.126.943 No Yes 468.218 40% No Yes No

13 Deir Balout 629.728 294.912 515.462 442.252 No Yes 560.814 53% No Yes No

14 Bruqeen 35.312 385.657 457.353 65.741 No No 571.534 67% No Yes No

15 Kefel Hares 2.428.108 301.807 409.006 1.792.057 No Yes 742.913 41% No Yes No

16 Az Zababedah 846.388 1.015.013 1.056.807 808.172 No Yes 1.403.341 72% Yes Yes Yes

17 Turmosayya 0 642.253 419.781 0 Yes Yes 732.321 88% Yes Yes Yes

18 Qarawat Bani Hassan 181.770 537.809 601.198 733.514 No No 659.389 82% Yes Yes Yes

19 Beit Sureik 1.923.966 317.492 272.178 0 Yes Yes 430.596 74% Yes Yes Yes

20 Kufor Tholoth 0 350.825 667.356 0 No Yes 902.338 39% No Yes No

21 Beit Anan 1.400.078 487.616 481.000 0 Yes Yes 653.260 75% Yes Yes Yes

22 Kafr Al Labad 104.455 129.125 503.177 0 No Yes 995.727 13% No Yes No

23 Baqa asharqeyyah 523.791 308.265 791.226 391.149 No Yes 1.073.549 29% No Yes No

24 Al Oja 8.166.312 203.360 223.273 9.509.951 No No 458.000 44% No Yes No

25 Al Mazra'a al sharqeyya 0 1.171.037 888.118 0 Yes Yes 1.611.715 73% Yes Yes Yes

26 Birzeit 0 3.529.373 2.731.055 0 Yes Yes 4.196.484 84% Yes Yes Yes

27 Kufor Al Deek 633.904 332.224 383.386 21.721 No Yes 552.696 60% No Yes No

28 Ne'lin 2.218.621 581.139 863.503 2.522.720 No No 1.017.514 57% No Yes No

29 Wadi Al Salqa 25.564 204.651 326.232 27.956 No No 513.500 40% No Yes No

30 Al Zawyeh 190.185 276.968 739.897 261.005 No No 725.200 38% No No No

31 Bir Nabala 0 711.391 809.789 0 No Yes 1.842.308 39% No Yes No

32 Beit Leed 0 500.197 569.283 0 No Yes 547.551 91% Yes No No

33 East Bani Zeid 0 676.116 722.776 0 No Yes 758.932 89% Yes Yes Yes

34 Sinjel 0 491.618 402.943 0 Yes Yes 892.781 55% No Yes No

35 Deir Debwan 0 988.613 945.886 0 Yes Yes 1.312.328 75% Yes Yes Yes

36 Janata 276.495 290.493 543.191 575.879 No No 429.500 68% No No No

37 West Bani Zeid 6.934.335 1.103.312 1.132.247 7.793.029 No No 1.557.044 71% Yes Yes Yes

38 Al Fakhari 643.370 160.149 62.756 675.800 Yes No 410.500 39% No Yes No

39 Howwara 2.719.107 575.363 746.029 4.045.893 No No 701.843 82% Yes No No

40 Borqin 646 538.370 1.213.492 90 No Yes 1.301.788 41% No Yes No

41 Seelet Ad Daher 2.167.927 427.881 916.541 2.066.864 No Yes 1.019.264 42% No Yes No

42 Al Sawahreh AshSharqiyya 8.036.324 270.347 420.022 8.684.070 No No 1.222.312 22% No Yes No

43 Hableh 0 754.735 1.193.667 0 No Yes 1.273.761 59% No Yes No

44 Absan Al Jadeeda 11.031.141 302.210 434.384 12.039.465 No No 1.292.500 23% No Yes No

45 Silwad 0 1.692.306 1.185.374 0 Yes Yes 1.872.200 90% Yes Yes Yes

46 Allar 654.087 593.143 800.161 660.915 No No 1.012.991 59% No Yes No
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47 Azzaytuna 0 641.747 691.251 0 No Yes 1.037.529 62% No Yes No

48 Jammaein 1.926.328 359.795 723.191 1.884.574 No Yes 948.600 38% No Yes No

49 Za'tara 2.798.429 336.953 464.746 4.100.161 No No 572.970 59% No Yes No

50 Al Naser 0 207.401 375.138 1.356.403 No No 725.500 29% No Yes No

51 Qatanna 2.650.515 550.179 583.238 0 No Yes 787.338 70% No Yes No

52 Al Moghraqa 1.169.775 273.018 334.473 1.359.335 No No 641.500 43% No Yes No

53 Aqqaba 0 543.771 1.541.232 0 No Yes 1.407.792 39% No No No

54 Bal'aa 90.232 367.727 1.065.837 0 No Yes 1.765.000 21% No Yes No

55 Kharas 2.070.788 613.130 1.035.898 2.543.602 No No 1.598.495 38% No Yes No

56 Bedu 1.902.798 613.058 851.635 0 No Yes 1.144.833 54% No Yes No

57 Al Ittihad 3.639.270 600.822 619.886 4.242.445 No No 792.358 76% Yes Yes Yes

58 Meithalun 435.325 1.481.907 1.441.994 293.392 Yes Yes 7.323.749 20% No Yes No

59 Qabalan 4.321.228 858.910 1.229.747 2.192.137 No Yes 1.165.352 74% Yes No No

60 Anabta 0 1.337.787 2.355.597 0 No Yes 2.804.000 48% No Yes No

61 Kufor Ra'ie 2.138.544 386.451 799.752 2.168.864 No No 955.050 40% No Yes No

62 Aseera Ash Shamaliyya 0 1.724.909 1.381.036 0 Yes Yes 2.105.000 82% Yes Yes Yes

63 Beit Liqia 6.068.887 772.426 870.767 6.380.520 No No 1.152.696 67% No Yes No

64 Azzun 248.096 1.315.702 2.103.966 0 No Yes 2.176.000 60% No Yes No

65 Bedia 5.501.357 887.483 3.285.576 4.968.590 No Yes 3.254.171 27% No No No

66 Al Yasiriyya- Beit Awwa 10.565.558 489.251 1.644.377 16.301.338 No No 2.154.268 23% No Yes No

67 Aqraba 474.070 2.154.945 2.264.431 292.695 No Yes 2.768.646 78% Yes Yes Yes

68 Deir Al Ghosoun 1.130.668 696.955 1.356.214 422.232 No Yes 1.071.100 65% No No No

69 Qaffin 562.757 536.139 1.465.830 0 No Yes 1.690.838 32% No Yes No

70 Jaba'a 4.803.313 584.248 1.225.623 4.715.873 No Yes 1.432.586 41% No Yes No

71 Salfeet 6.250.145 2.644.405 2.940.291 4.922.869 No Yes 5.273.640 50% No Yes No

72 Ash Shoyukh 4.622.356 776.396 1.279.830 5.913.937 No No ERROR #WERT! #WERT! #WERT! No

73 Taqu'a 8.204.630 636.343 1.117.706 9.548.201 No No 1.042.812 61% No No No

74 Atteel 390.550 825.057 2.933.984 862.964 No No 2.468.208 33% No No No

75 Beta 3.380.396 418.786 1.629.614 2.916.926 No Yes 2.703.223 15% No Yes No

76 Khoza'a 15.150.321 353.579 623.928 16.667.229 No No 757.000 47% No Yes No

77 Seelet Al Hartheyya 0 605.337 1.271.407 0 No Yes 1.583.568 38% No Yes No

78 Ad Doha 0 2.497.253 2.282.748 0 Yes Yes 3.162.876 79% Yes Yes Yes

79 Al Khader 0 1.030.561 1.055.330 0 No Yes 1.506.500 68% No Yes No

80 Arraba 3.134.841 1.250.488 2.458.809 1.596.669 No Yes 2.300.700 54% No No No

81 Beit Foreek 10.028 971.413 1.597.554 9.133 No Yes 1.837.520 53% No Yes No

82 Taffuh 4.824.981 2.411.917 2.802.726 4.715.941 No Yes 3.569.943 68% No Yes No

83 Al Shokeah 509.000 362.069 425.401 509.000 No Yes 223.000 162% Yes No No

84 Al Ubeidiyya 2.233.744 1.208.088 1.120.148 2.832.903 Yes No 1.319.737 92% Yes Yes Yes

85 Abu Dees 20.553.609 1.227.807 1.170.124 22.995.157 Yes No 3.300.045 37% No Yes No

86 Tammun 0 958.618 1.842.004 0 No Yes 3.004.300 32% No Yes No

87 Beit Ula 5.506.087 460.799 808.252 4.541.764 No Yes 1.611.408 29% No Yes No

88 beit Fajjar 6.781.292 856.958 1.030.403 7.855.432 No No 1.435.764 60% No Yes No

89 Beit Jala 0 6.150.141 4.782.880 0 Yes Yes 7.156.900 86% Yes Yes Yes

90 Anata 14.963.694 495.617 800.464 17.028.045 No No 1.157.750 43% No Yes No

91 Beit Sahur 0 4.840.219 5.080.830 0 No Yes 4.950.520 98% Yes No No

92 Surif 10.859.738 814.290 1.244.066 10.605.034 No Yes 1.523.354 53% No Yes No
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93 Beit Ummar 28.733.864 1.066.176 2.880.645 28.912.831 No No 4.196.870 25% No Yes No

94 Ya'bad 493.937 1.141.927 1.550.048 754.296 No No 3.031.645 38% No Yes No

95 Tarqumia 7.813.588 4.515.325 3.360.699 7.901.456 Yes No 1.952.700 231% Yes Yes Yes

96 Tubas 15.822.142 4.464.189 3.141.177 7.803.134 Yes Yes 5.081.000 88% Yes Yes Yes

97 Al Yamun 0 1.652.613 1.404.420 0 Yes Yes 5.271.148 31% No Yes No

98 AL Zawayda 4.230.931 889.094 1.319.207 4.513.149 No No 1.610.000 55% No Yes No

99 Al Ezareyah 28.132.261 3.305.250 3.741.146 31.790.860 No No 4.466.359 74% Yes Yes Yes

100 Sa'eer 2.119.539 731.788 2.077.481 6.054.798 No No 2.865.161 26% No Yes No

101 Jericho 0 7.369.918 15.342.465 0 No Yes 9.315.920 79% Yes No No

102 Abasan Al Kaberah 20.523.892 751.553 1.291.598 20.523.892 No Yes 1.168.000 64% No No No

103 Idna 8.452.134 1.717.720 2.579.561 8.498.089 No No 2.362.276 73% Yes No No

104 Qabattyah 10.078.428 1.773.793 5.937.113 9.279.890 No Yes 5.296.500 33% No No No

105 Al Sam'e 1.423.915 2.295.498 3.755.029 2.249.006 No No 2.742.205 84% Yes No No

106 Beituna 0 5.935.485 5.620.097 0 Yes Yes 10.219.413 58% No Yes No

107 Al Qararah 5.024.620 1.570.097 2.184.232 5.014.251 No Yes 2.449.700 64% No Yes No

108 Bani Na'eim 9.153.329 1.133.256 2.051.349 9.517.974 No No 2.987.237 38% No Yes No

109 Al Ram 0 2.846.300 2.620.803 0 Yes Yes 4.050.472 70% Yes Yes Yes

110 Halhul 4.551.947 4.653.997 4.138.225 6.921.681 Yes No 5.832.179 80% Yes Yes Yes

111 Al Maghazi 14.816.605 426.521 931.846 16.930.988 No No ERROR #WERT! #WERT! #WERT! No

112 Beit Lahem 0 9.401.328 10.974.512 0 No Yes 14.338.000 66% No Yes No

113 Ramallah 0 45.130.713 28.746.861 0 Yes Yes 61.040.143 74% Yes Yes Yes

114 Dura 17.721.572 7.905.486 9.567.001 18.998.361 No No 1.506.500 525% Yes No No

115 AdDaheriyya 8.577.250 3.174.401 4.055.331 10.371.652 No No 3.692.000 86% Yes No No

116 Bani sohaila 29.331.091 1.099.435 2.758.960 31.329.138 No No 2.430.000 45% No No No

117 Al Braij 9.349.641 1.031.127 1.636.267 9.521.786 No No 1.375.800 75% Yes No No

118 Beit Hanun 5.007.367 2.659.424 3.498.207 5.007.367 No Yes 3.655.200 73% Yes Yes Yes

119 Al Bireh 0 39.489.286 25.638.560 0 Yes Yes 63.802.900 62% No Yes No

120 Jenin 22.864.320 33.722.491 17.241.913 26.120.732 Yes No 37.496.652 90% Yes Yes Yes

121 Qalqilia 13.253.978 6.817.894 19.328.648 11.571.545 No Yes 17.823.990 38% No No No

122 Yatta 25.392.461 7.107.831 7.484.030 39.074.978 No No 15.262.128 47% No Yes No

123 Tulkarem 52.714.427 18.168.369 29.583.743 34.151.649 No Yes 37.303.459 49% No Yes No

124 Deir Al Balah 19.385.324 4.011.558 3.935.643 19.551.116 Yes No 5.444.500 74% Yes Yes Yes

125 Beit lahea 14.685.401 4.100.119 3.964.816 14.181.902 Yes Yes 6.105.000 67% No Yes No

126 Al Nsairat 22.346.866 2.683.312 4.278.095 17.957.207 No Yes 4.122.800 65% No No No

127 Rafah 34.660.875 16.245.131 11.016.971 37.425.762 Yes No 14.504.000 112% Yes Yes Yes

128 Jabalia 48.011.119 8.376.460 7.578.057 35.418.374 Yes Yes 14.471.600 58% No Yes No

129 Nablus 4.083.859 83.278.265 75.218.613 6.179.255 Yes No 110.357.564 75% Yes Yes Yes

130 Khan Younis 62.405.050 12.460.664 12.607.793 40.105.510 No Yes 19.837.948 63% No Yes No

131 Hebron 244.747.627 43.686.699 40.583.797 213.544.241 Yes Yes 55.375.000 79% Yes Yes Yes

132 Gaza 155.075.222 60.054.000 56.116.711 166.964.739 Yes No 61.941.000 97% Yes Yes Yes

133 Kafreyyat 216.491 1.124.985 1.223.629 254.074 No No 2.096.820 54% No Yes No

134 Marj Bin Amer 376.053 502.730 1.592.847 510.990 No No 3.578.468 14% No Yes No

135 Noba 4.081.751 673.675 604.561 3.333.221 Yes Yes 970.500 69% No Yes No

136 Sorda - Abo Qash 0 0 0 0 No Yes 0% No No No

137 Kofor Dan 0 325.614 685.256 0 No Yes 0 0% No No No

138 Al- Karmel 16.826 27.030 61.205 37.148 No No 165.900 16% No Yes No

Total 1.170.393.146 537.663.084 545.718.886 1.132.243.640 770.154.934
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ANNEX D: 
OPERATION AND MANTINANCE EXPENDITURE 

 

 Types of maintenanceالصيانة 
According to the operational budget form  

 

 صيانة الشوارع واألرصفة
 صيانة األبنية
 صيانة االليات

 صيانة الحدائق 
 صيانة المقابر

 صيانة الجدران االستنادية
 العدد واألدوات
 انارة الشوارع
 لوازم االنارة

 زيوت ومحروقات 
 صيانة السيارات
 تامين السيارات

 قطع غيار
 صيانة األدراج

 وسائل األمان على الطرق
 صيانة أمالك البلدية

 صيانة وتطوير البلدة القديمة
 صيانة مراكز تأهيل الشباب

 صيانة االشارات الضوئية
 صيانة عدادات مواقف السيارات

 مساحية استشارات وأعمال
 صيانة مكيفات
 تجريف أودية

 تعويضات عن المشاريع العامة
 صيانة االجهزة الالسلكية

 لوازم محطة فحص السيارات
 مصاريف ازالة الطمم والمخلفات والثلوج

 مصاريف متنوعه
 مصاريف نقل البضائع والمعدات

 مصاريف رسوم ورخص واشتراكات
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ANNEX E: 
OWN SOURCE REVENUES  

 

 
 

No Municipality Name

Population 

2016

Increase 

2013 

compared 

to 2012

Increase 

2013 or > 

50 NIS

Licenses, Permits and 

Privilege Fees
Charges for Services

Licenses, Permits and 

Privilege Fees
Charges for Services

إجمالي رسوم الرخص و 

اإلجازات

أجمالي ايرادات الرسوم مقابل 

الخدمات

إجمالي رسوم الرخص و 

اإلجازات

أجمالي ايرادات الرسوم مقابل 

الخدمات

1 Al Tayybeh 1.858 62.534 118.618 120.148 157.460 Yes Yes

2 AL Masdar 2.491 193.358 76.330 97.118 61.910 No Yes

3 Al Nowa'meah 1.576 43.241 78.010 103.817 90.120 Yes Yes

4 Atara 2.905 52.774 250.321 30.915 249.044 No Yes

5 Sabastya 4.263 83.616 97.287 50.746 65.327 No No

6 Um Al Naser 3.923 43.976 184.114 18.883 233.455 Yes Yes

7 Zeita 3.345 67.600 125.100 59.667 91.587 No No

8 Jayyus 3.603 40.678 236.595 41.726 230.615 No Yes

9 Wadi Gaza 3.795 169.000 20.000 203.140 15.417 Yes Yes

10 Al Zahra 4.010 494.267 840.328 337.314 448.586 No Yes

11 Abwein 3.991 75.644 201.462 103.501 261.199 Yes Yes

12 Deir Istia 3.817 98.988 79.140 56.137 78.800 No No

13 Deir Balout 3.877 68.078 134.424 125.258 127.964 Yes Yes

14 Bruqeen 3.926 41.296 164.093 63.187 178.362 Yes Yes

15 Kefel Hares 3.941 9.821 50.670 198.420 48.625 Yes Yes

16 Az Zababedah 4.555 583.239 471.283 454.108 392.506 No Yes

17 Turmosayya 4.781 149.426 30.600 195.075 41.500 Yes Yes

18 Qarawat Bani Hassan 4.612 87.943 109.952 210.264 100.870 Yes Yes

19 Beit Sureik 4.544 13.240 74.097 13.485 83.499 Yes Yes

20 Kufor Tholoth 4.882 100.938 98.559 108.451 138.175 Yes Yes

21 Beit Anan 4.653 15.624 68.076 45.488 162.475 Yes Yes

22 Kafr Al Labad 4.963 27.906 168.286 14.665 113.648 No No

23 Baqa asharqeyyah 9.046 83.387 312.756 64.483 176.056 No No

24 Al Oja 5.214 91.569 78.025 50.280 35.221 No No

25 Al Mazra'a al sharqeyya 5.752 167.021 246.727 154.535 264.165 Yes Yes

26 Birzeit 5.796 904.980 225.796 1.087.096 324.273 Yes Yes

27 Kufor Al Deek 5.524 116.311 334.244 72.007 243.297 No Yes

28 Ne'lin 5.852 316.039 217.701 19.466 248.240 No No

29 Wadi Al Salqa 6.145 79.505 138.077 64.751 128.160 No No

30 Al Zawyeh 5.768 61.407 104.559 56.361 128.717 Yes Yes

31 Bir Nabala 5.631 372.560 186.176 320.554 97.461 No Yes

32 Beit Leed 5.858 128.933 62.619 177.921 88.903 Yes Yes

33 East Bani Zeid 6.505 69.575 146.888 159.952 229.168 Yes Yes

34 Sinjel 6.700 133.729 133.713 91.421 121.152 No No

35 Deir Debwan 6.721 246.941 194.549 230.147 300.775 Yes Yes

36 Janata 6.816 40.999 64.143 41.141 85.976 Yes Yes

37 West Bani Zeid 7.058 194.084 159.906 165.262 200.378 Yes Yes

38 Al Fakhari 7.194 96.467 6.753 146.455 5.794 Yes Yes

39 Howwara 6.759 209.897 100.964 225.435 98.420 Yes Yes

40 Borqin 7.066 189.707 228.445 173.381 238.370 No Yes

41 Seelet Ad Daher 7.201 116.405 162.972 102.716 199.658 Yes Yes

42 Al Sawahreh AshSharqiyya6.780 76.720 22.861 122.072 19.925 Yes Yes

43 Hableh 7.908 110.188 294.354 82.277 349.404 Yes Yes

44 Absan Al Jadeeda 7.878 173.014 97.457 210.518 62.980 Yes Yes

45 Silwad 7.836 501.343 299.299 364.356 365.666 No Yes

46 Allar 7.921 64.119 412.750 81.847 440.163 Yes Yes

2012 2013
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No Municipality Name

Population 

2016

Increase 

2013 

compared 

to 2012

Increase 

2013 or > 

50 NIS

Licenses, Permits and 

Privilege Fees
Charges for Services

Licenses, Permits and 

Privilege Fees
Charges for Services

إجمالي رسوم الرخص و 

اإلجازات

أجمالي ايرادات الرسوم مقابل 

الخدمات

إجمالي رسوم الرخص و 

اإلجازات

أجمالي ايرادات الرسوم مقابل 

الخدمات

47 Azzaytuna 7.261 54.210 68.836 79.853 149.684 Yes Yes

48 Jammaein 7.554 170.828 138.004 157.554 118.844 No No

49 Za'tara 7.915 51.382 433.959 61.810 464.746 Yes Yes

50 Al Naser 8.495 218.487 47.982 146.685 51.901 No No

51 Qatanna 7.550 22.132 106.393 9.292 100.992 No No

52 Al Moghraqa 8.496 154.615 221.820 71.659 141.262 No No

53 Aqqaba 8.710 173.108 207.600 145.436 239.170 Yes Yes

54 Bal'aa 7.746 95.535 282.005 71.091 210.487 No No

55 Kharas 8.789 249.068 202.937 234.003 240.668 Yes Yes

56 Bedu 7.947 127.616 109.500 122.521 120.595 Yes Yes

57 Al Ittihad 8.706 32.104 66.054 228.268 125.742 Yes Yes

58 Meithalun 21.532 274.007 240.372 209.258 413.360 Yes Yes

59 Qabalan 8.652 203.804 289.455 248.184 359.780 Yes Yes

60 Anabta 8.597 179.753 173.063 464.453 207.172 Yes Yes

61 Kufor Ra'ie 10.351 104.488 208.070 95.483 280.970 Yes Yes

62 Aseera Ash Shamaliyya 9.169 474.154 297.455 364.325 420.969 Yes Yes

63 Beit Liqia 9.866 37.058 403.945 24.704 434.072 Yes Yes

64 Azzun 11.091 253.560 461.484 188.530 473.881 No Yes

65 Bedia 9.784 303.240 307.783 369.578 314.699 Yes Yes

66 Al Yasiriyya- Beit Awwa 18.886 170.716 61.620 228.322 196.607 Yes Yes

67 Aqraba 10.050 215.090 425.192 375.393 702.684 Yes Yes

68 Deir Al Ghosoun 9.668 136.406 312.175 147.109 412.296 Yes Yes

69 Qaffin 9.838 107.405 318.714 105.123 331.777 Yes Yes

70 Jaba'a 11.132 149.410 65.628 96.394 54.661 No No

71 Salfeet 10.947 555.016 664.004 621.229 682.868 Yes Yes

72 Ash Shoyukh 11.636 190.418 237.654 111.752 252.000 No No

73 Taqu'a 12.451 82.828 131.789 80.709 169.113 Yes Yes

74 Atteel 10.601 113.824 431.117 131.828 445.030 Yes Yes

75 Beta 11.017 226.535 279.165 187.226 238.596 No No

76 Khoza'a 11.880 186.807 121.649 119.483 122.862 No No

77 Seelet Al Hartheyya 11.711 122.928 264.501 121.878 301.986 Yes Yes

78 Ad Doha 12.275 1.050.869 278.195 951.361 368.433 No Yes

79 Al Khader 12.301 304.557 234.141 290.317 223.825 No No

80 Arraba 12.698 181.581 356.108 240.160 337.564 Yes Yes

81 Beit Foreek 12.546 360.636 334.286 498.461 323.259 Yes Yes

82 Taffuh 13.995 204.482 711.713 444.456 989.063 Yes Yes

83 Al Shokeah 14.453 112.513 77.775 171.710 112.182 Yes Yes

84 Al Ubeidiyya 13.533 271.787 316.703 202.474 562.475 Yes Yes

85 Abu Dees 12.604 386.744 245.905 293.463 119.583 No No

86 Tammun 14.359 472.754 453.803 375.983 556.903 Yes Yes

87 Beit Ula 14.375 70.960 40.736 16.120 114.125 Yes Yes

88 beit Fajjar 13.849 270.721 175.663 266.415 162.976 No No

89 Beit Jala 17.425 1.843.177 647.682 1.572.261 659.993 No Yes

90 Anata 14.085 15.695 23.530 140.727 32.815 Yes Yes

91 Beit Sahur 15.565 841.643 1.006.180 861.551 1.017.750 Yes Yes

92 Surif 17.999 78.089 115.190 102.695 97.880 Yes Yes

2012 2013
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No Municipality Name

Population 

2016

Increase 

2013 

compared 

to 2012

Increase 

2013 or > 

50 NIS

Licenses, Permits and 

Privilege Fees
Charges for Services

Licenses, Permits and 

Privilege Fees
Charges for Services

إجمالي رسوم الرخص و 

اإلجازات

أجمالي ايرادات الرسوم مقابل 

الخدمات

إجمالي رسوم الرخص و 

اإلجازات

أجمالي ايرادات الرسوم مقابل 

الخدمات

93 Beit Ummar 18.284 195.270 129.765 266.963 345.440 Yes Yes

94 Ya'bad 17.479 324.606 321.108 416.764 361.227 Yes Yes

95 Tarqumia 18.960 219.439 353.073 253.462 458.165 Yes Yes

96 Tubas 21.487 1.008.597 615.462 702.835 921.544 Yes Yes

97 Al Yamun 20.363 173.715 358.703 115.052 429.679 Yes Yes

98 AL Zawayda 22.530 426.700 452.001 319.724 434.760 No No

99 Al Ezareyah 20.582 732.830 949.801 835.292 664.454 No Yes

100 Sa'eer 23.830 120.391 211.765 193.871 221.909 Yes Yes

101 Jericho 23.220 2.085.058 807.762 2.112.344 718.696 No Yes

102 Abasan Al Kaberah 23.914 501.981 175.004 374.088 237.175 No No

103 Idna 25.107 210.564 662.078 392.135 598.699 Yes Yes

104 Qabattyah 23.860 153.884 792.816 110.748 879.341 Yes Yes

105 Al Sam'e 25.949 367.608 392.230 232.081 400.234 No No

106 Beituna 25.288 1.934.277 187.991 2.121.268 225.918 Yes Yes

107 Al Qararah 25.675 894.940 243.168 808.493 204.980 No No

108 Bani Na'eim 26.523 606.262 487.313 436.045 607.111 No No

109 Al Ram 23.800 1.024.800 265.087 1.247.495 299.137 Yes Yes

110 Halhul 29.222 866.926 417.956 627.855 378.659 No No

111 Al Maghazi 30.076 221.016 132.201 196.004 117.841 No No

112 Beit Lahem 31.799 4.335.874 1.110.669 2.218.513 1.099.730 No Yes

113 Ramallah 35.140 15.984.747 3.550.086 13.654.587 4.047.032 No Yes

114 Dura 38.351 2.237.207 866.431 1.246.510 681.895 No Yes

115 AdDaheriyya 38.444 512.357 174.031 739.602 230.036 Yes Yes

116 Bani sohaila 41.174 776.477 206.731 662.100 227.900 No No

117 Al Braij 45.031 643.844 42.019 847.954 57.681 Yes Yes

118 Beit Hanun 53.094 833.503 1.244.102 560.798 1.039.285 No No

119 Al Bireh 48.887 1.258.552 2.304.391 1.344.887 7.260.392 Yes Yes

120 Jenin 48.724 5.111.342 3.378.549 5.683.521 9.284.065 Yes Yes

121 Qalqilia 51.969 2.080.894 1.232.966 2.180.654 1.335.156 Yes Yes

122 Yatta 67.356 545.462 313.406 626.936 396.233 Yes Yes

123 Tulkarem 60.647 4.115.802 2.617.585 3.027.477 1.437.052 No Yes

124 Deir Al Balah 72.409 2.357.151 813.336 2.457.412 661.124 No No

125 Beit lahea 89.949 1.543.376 554.385 1.302.334 478.157 No No

126 Al Nsairat 86.135 875.202 1.084.113 715.269 1.308.258 Yes Yes

127 Rafah 164.000 5.850.437 3.807.611 5.810.370 4.361.164 Yes Yes

128 Jabalia 171.642 4.866.620 2.945.000 4.235.875 1.523.746 No No

129 Nablus 153.061 7.535.380 11.673.073 7.861.758 12.731.682 Yes Yes

130 Khan Younis 185.250 5.858.610 2.312.433 5.944.363 3.000.459 Yes Yes

131 Hebron 221.966 11.597.380 5.182.819 8.706.411 2.562.605 No Yes

132 Gaza 583.870 23.948.450 14.467.844 16.900.000 14.807.000 No Yes

133 Kafreyyat 8.410 228.552 348.794 251.998 275.299 No Yes

134 Marj Bin Amer 23.419 155.639 712.686 66.379 269.014 No No

135 Noba 5.726 73.660 160.248 113.443 166.372 Yes Yes

136 Sorda - Abo Qash 3.116 0 0 0 0 No No

137 Kofor Dan 6.399 51.896 210.625 90.627 222.164 Yes Yes

138 Al- Karmel 4.940 0 0 0 0 No No

Total 134.418.098 89.775.827 117.975.526 100.250.233

2012 2013
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ANNEX F: 
STAFF COSTS 

 

 
 

No Municipality Name

Total 

Operational 

Exp. (actual 

2013)

Total Staff 

Expenditutes 

(Operational 

Expenditures) 

2013

Total Capital 

Expenditure 

(Actual 2013)

Total Staff 

Expenditures 

(Capital 

Expenditures) 

2013

Total Staff 

Expenditures 

(Operational 

and Capital 

Expenditures) 

2013

Staff 

expenditure in 

% of 

operational and 

capital 

expenditures

Staff cost 

operational and 

capital budget 

below 

threshold

Staff cost 

operational and 

capital budget 

below 

threshold

West 

Bank = 1, 

Gaza = 2

Compli-

ance 

NIS NIS 45% 70%

1 Al Tayybeh 426.246 111.071 49.226 49.226 160.297 34% Yes Yes 1 Yes

2 AL Masdar 300.031 266.019 0 0 266.019 89% No No 2 No

3 Al Nowa'meah 310.245 136.695 0 0 136.695 44% Yes Yes 1 Yes

4 Atara 527.510 268.953 0 0 268.953 51% No Yes 1 No

5 Sabastya 413.293 249.898 66.363 66.363 316.261 66% No Yes 1 No

6 Um Al Naser 224.087 187.562 0 187.562 84% No No 2 No

7 Zeita 430.152 270.994 105.113 11.025 282.019 53% No Yes 1 No

8 Jayyus 635.361 292.014 518.420 84.204 376.218 33% Yes Yes 1 Yes

9 Wadi Gaza 258.657 200.599 0 200.599 78% No No 2 No

10 Al Zahra 873.330 566.019 0 566.019 65% No Yes 2 Yes

11 Abwein 531.545 0 0 0 0% No No 1 No

12 Deir Istia 440.777 277.754 66.916 0 277.754 55% No Yes 1 No

13 Deir Balout 515.462 265.336 170.078 0 265.336 39% Yes Yes 1 Yes

14 Bruqeen 457.353 245.423 20.800 0 245.423 51% No Yes 1 No

15 Kefel Hares 409.006 282.153 20.400 0 282.153 66% No Yes 1 No

16 Az Zababedah 1.056.807 547.268 765.691 0 547.268 30% Yes Yes 1 Yes

17 Turmosayya 419.781 236.076 637.867 0 236.076 22% Yes Yes 1 Yes

18 Qarawat Bani Hassan 601.198 278.798 797.675 108.726 387.524 28% Yes Yes 1 Yes

19 Beit Sureik 272.178 162.775 0 0 162.775 60% No Yes 1 No

20 Kufor Tholoth 667.356 310.072 0 0 310.072 46% No Yes 1 No

21 Beit Anan 481.000 239.394 4.838.691 4.838.691 5.078.085 95% No No 1 No

22 Kafr Al Labad 503.177 282.582 995.023 869.146 1.151.728 77% No No 1 No

23 Baqa asharqeyyah 791.226 376.354 224.420 0 376.354 37% Yes Yes 1 Yes

24 Al Oja 223.273 136.820 0 0 136.820 61% No Yes 1 No

25 Al Mazra'a al sharqeyya 888.118 301.359 305.260 275.310 576.669 48% No Yes 1 No

26 Birzeit 2.731.055 462.010 632.773 462.010 14% Yes Yes 1 Yes

27 Kufor Al Deek 383.386 211.720 101.613 4.050 215.770 44% Yes Yes 1 Yes

28 Ne'lin 863.503 377.463 377.463 44% Yes Yes 1 Yes

29 Wadi Al Salqa 326.232 248.489 248.489 76% No No 2 No

30 Al Zawyeh 739.897 339.427 129.516 0 339.427 39% Yes Yes 1 Yes

31 Bir Nabala 809.789 364.668 0 0 364.668 45% No Yes 1 No

32 Beit Leed 569.283 488.352 0 0 488.352 86% No No 1 No

33 East Bani Zeid 722.776 369.361 0 0 369.361 51% No Yes 1 No

34 Sinjel 402.943 223.942 33.425 0 223.942 51% No Yes 1 No

35 Deir Debwan 945.886 681.644 0 0 681.644 72% No No 1 No

36 Janata 543.191 142.998 0 0 142.998 26% Yes Yes 1 Yes

37 West Bani Zeid 1.132.247 902.401 84.670 62.470 964.871 79% No No 1 No

38 Al Fakhari 62.756 187.904 0 0 187.904 299% No No 2 No

39 Howwara 746.029 360.913 310.233 310.233 671.146 64% No Yes 1 No

40 Borqin 1.213.492 438.138 0 0 438.138 36% Yes Yes 1 Yes

41 Seelet Ad Daher 916.541 439.468 952.188 0 439.468 24% Yes Yes 1 Yes

42 Al Sawahreh AshSharqiyya 420.022 196.083 210.900 0 196.083 31% Yes Yes 1 Yes

43 Hableh 1.193.667 485.364 804.860 120.727 606.091 30% Yes Yes 1 Yes

44 Absan Al Jadeeda 434.384 340.510 340.510 78% No No 2 No

45 Silwad 1.185.374 781.243 723.825 713.271 1.494.514 78% No No 1 No

46 Allar 800.161 444.339 1.960 0 444.339 55% No Yes 1 No
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No Municipality Name

Total 

Operational 

Exp. (actual 

2013)

Total Staff 

Expenditutes 

(Operational 

Expenditures) 

2013

Total Capital 

Expenditure 

(Actual 2013)

Total Staff 

Expenditures 

(Capital 

Expenditures) 

2013

Total Staff 

Expenditures 

(Operational 

and Capital 

Expenditures) 

2013

Staff 

expenditure in 

% of 

operational and 

capital 

expenditures

Staff cost 

operational and 

capital budget 

below 

threshold

Staff cost 

operational and 

capital budget 

below 

threshold

West 

Bank = 1, 

Gaza = 2

Compli-

ance 

NIS NIS 45% 70%

47 Azzaytuna 691.251 268.593 780.383 158.763 427.356 29% Yes Yes 1 Yes

48 Jammaein 723.191 385.241 153.634 0 385.241 44% Yes Yes 1 Yes

49 Za'tara 464.746 233.789 0 0 233.789 50% No Yes 1 No

50 Al Naser 375.138 0 0 0% No No 2 No

51 Qatanna 583.238 261.777 0 0 261.777 45% Yes Yes 1 Yes

52 Al Moghraqa 334.473 251.457 0 0 251.457 75% No No 2 No

53 Aqqaba 1.541.232 502.137 0 0 502.137 33% Yes Yes 1 Yes

54 Bal'aa 1.065.837 514.550 188.567 0 514.550 41% Yes Yes 1 Yes

55 Kharas 1.035.898 510.217 670.365 111.000 621.217 36% Yes Yes 1 Yes

56 Bedu 851.635 606.952 1.200.000 0 606.952 30% Yes Yes 1 Yes

57 Al Ittihad 619.886 383.821 59.197 0 383.821 57% No Yes 1 No

58 Meithalun 1.441.994 410.797 2.344.513 0 410.797 11% Yes Yes 1 Yes

59 Qabalan 1.229.747 324.358 217.159 0 324.358 22% Yes Yes 1 Yes

60 Anabta 2.355.597 1.538.873 225.390 0 1.538.873 60% No Yes 1 No

61 Kufor Ra'ie 799.752 459.084 476.044 76.350 535.434 42% Yes Yes 1 Yes

62 Aseera Ash Shamaliyya 1.381.036 945.399 316.941 316.941 1.262.340 74% No No 1 No

63 Beit Liqia 870.767 299.157 430.000 0 299.157 23% Yes Yes 1 Yes

64 Azzun 2.103.966 1.023.282 565.145 0 1.023.282 38% Yes Yes 1 Yes

65 Bedia 3.285.576 0 0 0 0 0% No No 1 No

66 Al Yasiriyya- Beit Awwa 1.644.377 843.460 144.514 117.514 960.974 54% No Yes 1 No

67 Aqraba 2.264.431 910.790 2.350.884 123.226 1.034.016 22% Yes Yes 1 Yes

68 Deir Al Ghosoun 1.356.214 398.035 929.776 73.361 471.396 21% Yes Yes 1 Yes

69 Qaffin 1.465.830 512.118 364.006 43.000 555.118 30% Yes Yes 1 Yes

70 Jaba'a 1.225.623 565.906 10.323 10.323 576.229 47% No Yes 1 No

71 Salfeet 2.940.291 1.822.499 657.962 322.365 2.144.864 60% No Yes 1 No

72 Ash Shoyukh 1.279.830 833.513 858.207 62.397 895.910 42% Yes Yes 1 Yes

73 Taqu'a 1.117.706 348.104 42.400 0 348.104 30% Yes Yes 1 Yes

74 Atteel 2.933.984 756.291 0 0 756.291 26% Yes Yes 1 Yes

75 Beta 1.629.614 327.220 0 0 327.220 20% Yes Yes 1 Yes

76 Khoza'a 623.928 435.347 0 435.347 70% No Yes 2 Yes

77 Seelet Al Hartheyya 1.271.407 536.904 538.529 0 536.904 30% Yes Yes 1 Yes

78 Ad Doha 2.282.748 1.197.987 777.560 0 1.197.987 39% Yes Yes 1 Yes

79 Al Khader 1.055.330 522.072 499.867 499.867 1.021.939 66% No Yes 1 No

80 Arraba 2.458.809 1.313.978 75.553 0 1.313.978 52% No Yes 1 No

81 Beit Foreek 1.597.554 835.549 1.698.962 0 835.549 25% Yes Yes 1 Yes

82 Taffuh 2.802.726 1.210.860 3.576.845 1.076.803 2.287.663 36% Yes Yes 1 Yes

83 Al Shokeah 425.401 0 0 0% No No 2 No

84 Al Ubeidiyya 1.120.148 641.239 251.764 0 641.239 47% No Yes 1 No

85 Abu Dees 1.170.124 703.505 108.425 52.250 755.755 59% No Yes 1 No

86 Tammun 1.842.004 769.556 67.290 0 769.556 40% Yes Yes 1 Yes

87 Beit Ula 808.252 540.549 146.849 146.849 687.398 72% No No 1 No

88 beit Fajjar 1.030.403 605.290 8.725 0 605.290 58% No Yes 1 No

89 Beit Jala 4.782.880 2.516.891 60.000 60.000 2.576.891 53% No Yes 1 No

90 Anata 800.464 417.045 9.830.500 9.155.500 9.572.545 90% No No 1 No

91 Beit Sahur 5.080.830 3.174.179 5.058.321 4.044.342 7.218.521 71% No No 1 No

92 Surif 1.244.066 870.372 1.135.845 23.292 893.664 38% Yes Yes 1 Yes
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No Municipality Name

Total 

Operational 

Exp. (actual 

2013)

Total Staff 

Expenditutes 

(Operational 

Expenditures) 

2013

Total Capital 

Expenditure 

(Actual 2013)

Total Staff 

Expenditures 

(Capital 

Expenditures) 

2013

Total Staff 

Expenditures 

(Operational 

and Capital 

Expenditures) 

2013

Staff 

expenditure in 

% of 

operational and 

capital 

expenditures

Staff cost 

operational and 

capital budget 

below 

threshold

Staff cost 

operational and 

capital budget 

below 

threshold

West 

Bank = 1, 

Gaza = 2

Compli-

ance 

NIS NIS 45% 70%

93 Beit Ummar 2.880.645 1.338.171 724.443 30.000 1.368.171 38% Yes Yes 1 Yes

94 Ya'bad 1.550.048 800.577 0 0 800.577 52% No Yes 1 No

95 Tarqumia 3.360.699 857.317 130.298 0 857.317 25% Yes Yes 1 Yes

96 Tubas 3.141.177 1.791.737 893.914 0 1.791.737 44% Yes Yes 1 Yes

97 Al Yamun 1.404.420 669.081 0 0 669.081 48% No Yes 1 No

98 AL Zawayda 1.319.207 991.448 0 0 991.448 75% No No 2 No

99 Al Ezareyah 3.741.146 1.707.301 0 0 1.707.301 46% No Yes 1 No

100 Sa'eer 2.077.481 902.425 57.900 57.900 960.325 45% Yes Yes 1 Yes

101 Jericho 15.342.465 11.359.090 11.359.090 74% No No 1 No

102 Abasan Al Kaberah 1.291.598 906.989 275.413 0 906.989 58% No Yes 2 Yes

103 Idna 2.579.561 1.517.405 2.512.464 386.833 1.904.238 37% Yes Yes 1 Yes

104 Qabattyah 5.937.113 2.470.538 7.218.716 0 2.470.538 19% Yes Yes 1 Yes

105 Al Sam'e 3.755.029 1.641.765 1.511.447 1.478.491 3.120.256 59% No Yes 1 No

106 Beituna 5.620.097 2.892.859 1.210.630 0 2.892.859 42% Yes Yes 1 Yes

107 Al Qararah 2.184.232 1.495.070 0 0 1.495.070 68% No Yes 2 Yes

108 Bani Na'eim 2.051.349 1.234.414 1.267.741 52.100 1.286.514 39% Yes Yes 1 Yes

109 Al Ram 2.620.803 1.347.131 207.300 0 1.347.131 48% No Yes 1 No

110 Halhul 4.138.225 1.864.840 254.824 0 1.864.840 42% Yes Yes 1 Yes

111 Al Maghazi 931.846 784.935 100.000 0 784.935 76% No No 2 No

112 Beit Lahem 10.974.512 6.397.640 2.266.461 1.784.394 8.182.033 62% No Yes 1 No

113 Ramallah 28.746.861 22.699.514 22.180.123 0 22.699.514 45% Yes Yes 1 Yes

114 Dura 9.567.001 3.314.598 1.805.593 0 3.314.598 29% Yes Yes 1 Yes

115 AdDaheriyya 4.055.331 1.761.623 3.229.299 3.229.299 4.990.922 69% No Yes 1 No

116 Bani sohaila 2.758.960 1.968.352 0 1.968.352 71% No No 2 No

117 Al Braij 1.636.267 1.727.222 0 0% No No 2 No

118 Beit Hanun 3.498.207 516.040 0 0% No No 2 No

119 Al Bireh 25.638.560 15.691.879 15.639.863 7.424.318 23.116.197 56% No Yes 1 No

120 Jenin 17.241.913 11.919.799 3.100.000 0 11.919.799 59% No Yes 1 No

121 Qalqilia 19.328.648 10.095.449 2.911.528 0 10.095.449 45% No Yes 1 No

122 Yatta 7.484.030 5.157.874 1.648.332 0 5.157.874 56% No Yes 1 No

123 Tulkarem 29.583.743 10.425.951 5.527.194 0 10.425.951 30% Yes Yes 1 Yes

124 Deir Al Balah 3.935.643 3.454.540 0 0% No No 2 No

125 Beit lahea 3.964.816 3.154.491 0 3.154.491 80% No No 2 No

126 Al Nsairat 4.278.095 3.386.526 0 0% No No 2 No

127 Rafah 11.016.971 ERROR 0 #WERT! #WERT! #WERT! 2 #WERT!

128 Jabalia 7.578.057 5.929.444 0 5.929.444 78% No No 2 No

129 Nablus 75.218.613 56.458.925 14.559.466 0 56.458.925 63% No Yes 1 No

130 Khan Younis 12.607.793 8.863.362 997.852 0 8.863.362 65% No Yes 2 Yes

131 Hebron 40.583.797 30.831.601 0 0 30.831.601 76% No No 1 No

132 Gaza 56.116.711 46.046.711 0 0 46.046.711 82% No No 2 No

133 Kafreyyat 1.223.629 523.772 0 0 523.772 43% Yes Yes 1 Yes

134 Marj Bin Amer 1.592.847 2.689.435 1.791.431 1.791.431 42% Yes Yes 1 Yes

135 Noba 604.561 238.506 0 0 238.506 39% Yes Yes 1 Yes

136 Sorda - Abo Qash 0 0 #DIV/0! #DIV/0! #DIV/0! 1 #DIV/0!

137 Kofor Dan 685.256 5.176 0 0 5.176 1% Yes Yes 1 Yes

138 Al- Karmel 61.205 0 0 0 0% No No 1 No
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ANNEX G: 

QUESTIONNAIRE FORM 
________________________________________________________________ 

 إستبيان
 .................................................................................. إسم البلدية:

سؤاال تتعلق بمؤشرات األداء المعتمدة من قبل الصندوق. يرجى منكم تعبئة اإلستبيان مرفقا  40يتكون اإلستبيان من 

  .2017-02-20بالوثائق التي تدعم إجاباتكم وتسليمه للصندوق حتى تاريخ 

يرجى العلم بأن الوثائق المرسلة سيتم تدقيقها من قبل شركة إستشارية متخصصة بناءا على معايير الحد االدنى 

 ........الخ.2016و  2015الواردة في األدلة المعتدة من قبل الصندوق وعلى تحليل الميزانية الفعلية لألعوام 

  *** البيانات المالية 

 السؤال الرقم
 الداعمةالوثائق  اإلجابة

 ال ينطبق ال نعم

1-  
هل تمت المصادقة على موازنة 

قبل المجلس من  2017البلدية لعام 

البلدي وتسليمها لوزارة الحكم 

 المحلي؟

 
إذا كانت اإلجابة نعم يرجى تزويدنا بنسخة   

من المجلس  2017من كتاب إعتماد موازنة  

البلدي وما يثبت تسليمها لوزارة الحكم 

 المحلي

2-  
هل تمت المصادقة على موازنة 

قبل من  2017 أو  2016البلدية لعام

 وزارة الحكم المحلي؟

 
  

إذا كانت اإلجابة نعم يرجى تزويدنا بنسخة 

 أو 2016لعام موازنة مصادقة المن كتاب 

 وزارة الحكم المحلي قبلمن  2017

3-  
تسليم بيانات الميزانية المنفذة هل تم 

أو  2015 للسنة المالية السابقة

إلى وزارة الحكم المحلي في  2016

 الموعد المحدد؟

 
  

إذا كانت اإلجابة نعم يرجى تزويدنا بنسخة 

 من وصل  اإلستالم

4-  
ة منفصل كيةحسابات بن هل تم فتح

 ؟ لخدمة الكهرباء والمياه
 

  
إذا كانت اإلجابة نعم يرجى تزويدنا بما يثبت 

 ذلك

محاسبة مالية منفصلة  هل يتم إنشاء  -5

الميزانية  عن إيرادات ونفقات

التجارية/الربحية بما يشمل 

 التسويات البنكية ؟

 
إذا كانت اإلجابة نعم يرجى تزويدنا بما   

 يثبت ذلك

 

 

 

 

 

 

 

 يرجى تعبئة البيانات المالية للبلدية من حيث اإليرادات والنفقات الفعلية لألعوام التالية:  -2

 المجموعة الرقم
 )بالشيكل( 2015عام  البند

 )بالشيكل( 2016عام 

6-   

 النفقات
النفقات مجموع 

 التشغيلية

  

النفقات مجموع   -7

 الربحية

  

النفقات مجموع   -8

 الرأسمالية / اإلنمائية
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 تتضمن:بحيث  2017يرجى تزويدنا بنسخة الكترونية لموازنة  -

 ( 31/12/2015)حتى تاريخ  2015النفقات واإليرادات الفعلية لعام   

 (31/12/2016)حتى تاريخ  2016النفقات واإليرادات الفعلية لعام   

 
 *** التدقيق الخارجي

 السؤال الرقم

 اإلجابة

 ال نعم الوثائق الداعمة
قيد 

 التحضير

18- 

 

هل يوجد لدى البلدية مدقق 

خارجي لألعوام حسابات 

 (؟2016أو  2015)

   

إذا كانت اإلجابة نعم يرجى تزويدنا بنسخة من 

 تقرير المدقق الخارجي ألي من األعوام المذكورة.

19-  
هل كان تقرير مدقق 

الخارجي )إن  الحسابات

 تاما؟  2016وجد( لعام  

   

إذا كانت اإلجابة نعم يرجى تزويدنا بنسخة من 

 .2016تقرير المدقق الخارجي التام لعام 

 

 

 

 

 

 

 

 

 

9-   

 االيرادات
اإليرادات مجموع 

 التشغيلية

  

اإليرادات مجموع   -10

 الربحية
  

اإليرادات مجموع   -11

 الرأسمالية / اإلنمائية
  

  

  الرقم
 

 البند

 2014نهاية  حتى 

 تراكمي "بالشيكل"

 2015حتى نهاية 

 تراكمي "بالشيكل"

 2016حتى نهاية 

تراكمي 

 "بالشيكل"

12-  

 المديونية

مديونية الكهرباء 

)مجموع الديون 

 المستحقة على البلدية(

   

مديونية المياه  -13

)مجموع الديون 

 المستحقة على البلدية(

   

 )بالشيكل( 2016عام  )بالشيكل( 2015عام  البند المجموعة الرقم

14-   

 االيرادات

 التشغيلية

رسوم الرخص 

 واألجازات

  

15- 
 رسوم مقابل خدمات

  

النفقات  -16

 التشغيلية

مجموع الرواتب 

 واألجور

  

 النفقات -17

 التطويرية

 الرواتب مجموع

 واألجور
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 واإلجراءات المالية*** تطبيق السياسات 

 السؤال الرقم

 اإلجابة
 الوثائق الداعمة

 ال نعم
قيد 

 التحضير

20-  

 

هل يوجد لدى البلدية دليل إجراءات 

بحيث تقوم البلدية  مالي ومحاسبي

 ؟بإصدار تقارير مالية وفق الدليل

   

من إذا كانت اإلجابة نعم يرجى تزويدنا بعدد 

 2016و  2015التقارير المالية الربعية لعام 

 والصادرة بموجب الدليل.

21-  
هل يوجد لدي البلدية نظام مالي 

 محوسب وموحد

IFMIS   ؟ 

   
 متى تم إعتماد هذا النظام؟ ________

22-  
تطبيق النظام/البرنامج المالي هل يتم 

والمحاسبي الموحد وإصدار تقارير 

 بموجب النظام؟

   

إذا كانت اإلجابة نعم يرجى تزويدنا بتقرير نصف 

والصادرة بموجب  2016و  2015سنوي لعام  

 النظام المحوسب.

23-  

 هل تم إنشاء نظم محاسبة للتكاليف

Cost Accounting system in 

place 

 

   
 كيثبت ذلبما إذا كانت اإلجابة نعم يرجى تزويدنا 

     
 

 ** التخطيط التنموي اإلستراتيجي

 السؤال الرقم

 اإلجابة
 الوثائق الداعمة

 ال نعم
قيد 

 التحضير

24-  
هل يوجد لدى البلدية خطة 

كة بمشار تنموية إستراتيجية

 ؟مجتمعية

 

 

 

 

 

 

إذا كانت اإلجابة نعم يرجى تزويدنا بنسخة من 

 الخطة اإلستراتيجية للبلدية.

25-  

إذا كانت اإلجابة نعم، ومر 

عام أو أكثر على تطوير 

تم تحديث الخطة يالخطة، هل 

 سنويا؟

   

ثة محدإذا تم تحديث الخطة يرجى تزويدنا بنسخة 

مرفقا معها تقرير  2016من الخطة لالعوام 

 ورشة عمل التحديث بمشاركة جماهيرية.

26-  

إذا كان لدى البلدية خطة 

تنموية إستراتيجية، كم بلغت 

نسبة ما تم إنجازه من الخطة 

من حيث عدد المشاريع 

 وقيمتها؟

 

 %.ن حيث عدد المشاريع......النسبة المئوية م                 .....عدد المشاريع المنجزة ........

 

 .....%النسبة المئوية من حيث قيمة المشاريع ..  منجزة  بالدوالر...............قيمة المشاريع ال

 
 *** تسجيل وتقييم األصول الثابتة

 السؤال الرقم

 اإلجابة
 الوثائق الداعمة

قيد  ال نعم

 التحضير

27-  

 

تسجيل  هل يوجد لدى البلدية

 وتقييم لألصول الثابتة؟

 

   

بالنسخة إذا كانت اإلجابة نعم يرجى تزويدنا 

 االساسية من تسجيل وتقييم األصول الثابتة.

 

28-  

إذا كانت اإلجابة نعم، ومر عام 

أو أكثر على تسجيل وتقييم 

األصول الثابتة للبلدية، هل تم 

تحديث سجل الموجودات 

 الثابتة وتقييمها؟

   

إذا تم تحديث سجل الموجودات الثابتة للبلدية 

يم لتسجيل وتقي يرجى تزويدنا بالنسخة المحدثة

 .2016لعام  األصول الثابتة
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 دليل التشغيل والصيانة ***

 السؤال الرقم

 اإلجابة
 الوثائق الداعمة

 ال نعم
قيد 

 التحضير

29-  
لديكم خطة صيانة  يوجدهل 

وتشغيل للطرق والمباني 

 وفق الدليل المحوسب العامة

   

إذا كانت اإلجابة نعم يرجى تزويدنا بنسخة عن 

 الخطة. 

 

 
  *** مؤشرات عامة حول الشفافية والمشاركة المجتمعية

 السؤال الرقم
إذا كانت اإلجابة نعم، كيف تم  اإلجابة

 ذلك؟؟؟

 الوثائق الداعمة

 ال نعم

30-  
 موازنة البلديةهل  تم نشر 

وإعالم المواطنين بها ألي من 

 ( ؟2016أو  2015األعوام ) 

 
 

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

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

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

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

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

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

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

يرجى إرفاق ما يثبت 

 ذلك.

 

31-  
العام عن هل يتم اإلفصاح 

 الميزانية المنفذة من قبل البلدية

 ؟2016أو  2015لعام 

 
 

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

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

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

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

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

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

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

يرجى إرفاق ما يثبت 

 ذلك.

 

32-  

هل قامت البلدية بإعالم 

المواطنين وتوعيتهم بالتصنيف 

السابق الذي حصلت عليه البلدية 

حسب مؤشرات األداء المعتمدة 

 لدى الصندوق؟

 
 

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

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

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

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

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

يرجى إرفاق ما يثبت 

 ذلك.

33-  

خطة تنموية  إذا كان لدى البلدية

إستراتيجية، هل تم نشرها أو تم 

إعالم المواطنين المواطنين 

 بفحواها؟

 
 

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

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

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

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

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

يرجى إرفاق ما يثبت 

 ذلك.

 

34-  

البلدية خطة تنموية إذا كان لدى 

إستراتيجية وتم تنفيذ مشاريع 

ضمن الخطة، هل تم إعالم 

المواطنين بما تم إنجازه من 

 الخطة بشكل دوري؟؟

 
 

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

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

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

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

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

يرجى إرفاق ما يثبت 

 ذلك.
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35-  

هل قامت البلدية بإطالع 

المواطنين وتوعيتهم حول جميع 

المشاريع واإلستثمارات التي 

، 2015نفذتها البلدية خالل عام 

 ؟2016

 
 

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

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

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

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

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

يرجى إرفاق ما يثبت 

 ذلك.

 

36-  
البلدية تقرير مدقق إذا كان لدى 

حسابات خارجي، هل تم نشر 

 التقرير وإعالم المواطنين بذلك؟

 
 

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

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

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

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

يرجى إرفاق ما يثبت 

 ذلك.

 

 ر*** مؤشرات حول مركز خدمات الجمهو

 السؤال الرقم

إذا كانت اإلجابة نعم،  اإلجابة

من خالل أي من 

المانحين تم إنشاء 

 المركز؟؟؟

إذا كانت اإلجابة نعم، في 

أي عام تم إفتتاح المركز 

 ال نعم ؟؟؟
قيد 

 التنفيذ

37-  

 

هل تمتلك البلدية مركز خدمات 

 جمهور؟

 

  
 ----------------------

------------- 

-----------------------

--------------- 

 نظام الشكاوي*** مؤشرات حول 

 الرقم
 السؤال

  اإلجابة

 ال نعم

38-  
نظام شكاوي لدى  يوجدهل 

 ؟ البلدية
  

 إذا كانت اإلجابة نعم، 

 

 هل النظام يدوي أم محوسب 

 ال         نعم  

39-  

إذا كان هناك نظام شكاوي لدى 

)سواء يدوي أو  البلدية

 محوسب(،

فهل تم تعميمه وإطالع  

المواطنين على إإلجراءات 

 المتبعة للشكاوي؟

  
 إذا كانت اإلجابة نعم، يرجى إرفاق ما يثبت ذلك

40-  

إذا كان هناك نظام شكاوي لدى 

 البلدية

فعال ويعمل وفق هل النظام  

التوجيهية من وزارة المبادئ 

 الحكم المحلي

  
إذا كات اإلجابة نعم، يرجى تزويدنا بمعدل الشكاوي السنوية، 

 ونسبة ما تمت معالجته
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ANNEX H: 

STATUS INFRASTRUCTURE AND SERVICES 
 

 
 

Infrastructure and Services PCBS 2012
Factor weight 3 2 2 1 1 1

Municipality

paved 

roads in 

good 

condition 

km

paved 

roads with 

maintenan

ce needs

unpaved 

nonagric. 

Roads Km

Paved 

as % of 

tot. 

Nonagr.

good=0 

fair=1 

bad=2

m² of 

garden or 

public 

parks

m² of 

playgroun

d

m² of 
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facility

m² 

public 

parks / 

capita

good=0 

fair=1 

bad=2

solid 

waste % 

of served 

house-

holds

solid 

waste % 

of served 

establish-

ments

service 

coverage

good=0 

fair=1 

bad=2

water % of 

housing 
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good=0 

 fair=1 

bad=2

m³ water 
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m³ 

water 
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good=0 

 fair=1 
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m² Loc. 

Gov. Main 

Premises

m² Loc. 

Gov. 

Office 
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capita
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bad=2

Cumulated 

indices for 

infrastructure 

equipment

WB 

urban=1

rest=2

green 

space > 

0,5 m² (WB 

urban) or > 

0,3 m²

1 Al Tayybeh 5 4 10 47% 2 4.441 10.000 5.000 10,5 0 100 100 100,0 0 99 1 0 0 1 3.500 1,9 0 8 2 Yes

2 Al Masdar 5 1 8 43% 2 2.700 0 0 1,1 0 100 100 100,0 0 100 0 53.910 22 2 370 0,1 0 8 2 Yes

3 Al Newe'emeh 20 5 15 63% 1 0 4.000 0 2,5 0 100 100 100,0 0 80 2 0 0 1 1.500 1,0 0 6 2 Yes

4 Atara 1 10 58 16% 2 4.000 0 0 1,4 0 100 100 100,0 0 100 0 0 0 1 2.000 0,7 0 7 2 Yes

5 Sabastya 9 4 5 72% 1 1.000 0 3.000 0,9 0 90 90 90,0 2 99 1 7.200 2 0 428 0,1 0 8 2 Yes

6 Um Al Naser 3 2 6 45% 2 1.000 0 0 0,3 1 100 50,0 2 97 1 25.905 7 1 260 0,1 1 15 2 No

7 Zeita 4 5 1 90% 0 250 0 3.000 1,0 0 100 100 100,0 0 100 0 64.022 19 2 500 0,1 0 2 2 Yes

8 Jayyus 8 2 8 56% 2 3.900 0 0 1,1 0 100 100 100,0 0 99 1 16.253 5 0 400 0,1 0 7 2 Yes

9 Wadi Gaza 20 4 10 71% 1 0 0 0 0,0 2 100 100 100,0 0 100 0 139.791 37 2 300 0,1 1 10 2 No

10 Al Zahra 3 4 21 25% 2 500 0 0 0,1 2 100 100 100,0 0 80 2 5.000 1 0 450 0,1 0 12 2 No

11 Abwein 1 5 3 67% 1 0 0 0 0,0 2 100 100 100,0 0 75 2 0 0 1 300 0,1 1 11 2 No

12 Deir Istia 8 9 4 81% 0 0 0 0 0,0 2 100 100 100,0 0 98 1 300.010 79 2 140 0,0 2 9 2 No

13 Deir Ballut 13 7 4 83% 0 0 0 0 0,0 2 100 100 100,0 0 99 1 2.239 1 0 500 0,1 0 5 2 No

14 Bruqin 2 9 7 61% 1 1.000 0 0 0,3 1 90 100 95,0 1 90 2 1.500 0 0 330 0,1 1 10 2 No

15 Kefel Hares 8 9 4 81% 0 0 0 0 0,0 2 100 100 100,0 0 100 0 42.741 11 1 600 0,2 0 5 2 No

16 Az Zababedah 8 9 12 59% 2 3.500 0 250 0,8 0 100 100 100,0 0 95 1 8.300 2 0 240 0,1 1 8 2 Yes

17 Turmosayya 1 15 3 84% 0 0 0 0 0,0 2 100 100 100,0 0 100 0 0 0 1 745 0,2 0 5 2 No

18 Qarawat Bani Hassan 25 5 8 79% 1 0 0 0 0,0 2 100 100 100,0 0 100 0 15.000 3 0 300 0,1 1 8 2 No

19 Beit Sureik 5 7 0 100% 0 0 0 0 0,0 2 100 100 100,0 0 100 0 60.000 13 1 1.200 0,3 0 5 2 No

20 Kufor Tholoth 5 6 13 46% 2 3.000 0 0 0,6 1 100 100 100,0 0 99 1 16.224 3 0 480 0,1 1 10 2 Yes

21 Beit Anan 1 13 3 82% 0 0 0 200 0,0 2 95 100 97,5 1 100 0 12.000 3 0 1.200 0,3 0 6 2 No

22 Kafr Al Labad 25 15 32 56% 2 0 10.000 0 2,0 0 90 90 90,0 2 88 2 16.000 3 0 500 0,1 0 12 2 Yes

23 Baqa Al Sharqeyya 8 22 10 75% 1 2.000 9.000 200 1,2 0 100 100 100,0 0 100 0 68.339 8 1 650 0,1 1 5 1 Yes

24 Al Oja 4 7 10 52% 2 0 0 0 0,0 2 70 100 85,0 2 90 2 60.000 12 1 250 0,0 2 19 1 No

25 Al Mazra'a Ash Sharqeyya 20 5 40 38% 2 0 4.000 0 0,7 1 100 100 100,0 0 95 1 0 0 1 700 0,1 0 10 1 Yes

26 Birzeit 12 28 40 50% 2 0 0 320 0,1 2 95 95 95,0 1 100 0 95.600 16 2 1.678 0,3 0 14 1 No

27 Kufor Al Deek 15 12 10 73% 1 0 5.000 280 1,0 0 99 100 99,5 1 99 1 1.000 0 0 300 0,1 1 7 2 Yes

28 Ne'lin 8 4 3 80% 1 4.000 50.000 120 9,2 0 100 100 100,0 0 100 0 23.000 4 0 250 0,0 2 5 1 Yes
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29 Wadi Al Salqa 12 3 7 68% 1 0 0 0 0,0 2 100 100 100,0 0 90 2 31.532 5 1 250 0,0 2 12 2 No

30 Al Zawyeh 12 8 5 80% 1 1.000 0 0 0,2 2 100 100 100,0 0 95 1 56.988 10 1 240 0,0 2 11 1 No

31 Bir Nabala 6 4 4 71% 1 6.000 404 400 1,2 0 95 100 97,5 1 100 0 0 0 1 1.000 0,2 0 6 1 Yes

32 Beit Leed 5 3 10 44% 2 2.000 2.000 100 0,7 1 100 100 100,0 0 90 2 32.000 5 1 200 0,0 2 13 1 Yes

33 East Bani Zeid 1 10 15 42% 2 0 0 200 0,0 2 100 100 100,0 0 100 0 0 0 1 360 0,1 1 12 1 No

34 Sinjel 13 6 10 66% 1 0 0 0 0,0 2 90 100 95,0 1 80 2 0 0 1 300 0,0 2 14 1 No

35 Deir Debwan 11 17 15 65% 1 7.000 0 0 1,0 0 100 100 100,0 0 100 0 0 0 1 600 0,1 1 5 1 Yes

36 Janata 3 12 13 54% 2 42 0 0 0,0 2 100 100 100,0 0 100 0 6.600 1 0 400 0,1 1 11 1 No

37 W est Bani Zeid 10 6 10 62% 1 10.000 0 0 1,4 0 100 100 100,0 0 60 2 60.000 9 1 2.400 0,3 0 6 2 Yes

38 Al Fokhari 11 1 0 100% 0 0 0 0 0,0 2 100 100 100,0 0 90 2 93.000 13 1 225 0,0 2 9 2 No

39 Howwara 10 10 15 57% 2 3.500 5.800 0 1,4 0 95 100 97,5 1 95 1 16.800 2 0 700 0,1 0 9 1 Yes

40 Borqin 5 5 5 67% 1 0 9.000 0 1,3 0 100 100 100,0 0 90 2 119.693 17 2 360 0,1 1 8 1 Yes

41 Seelet Ad Daher 8 13 4 84% 0 0 400 100 0,1 2 95 100 97,5 1 98 1 41.200 6 1 250 0,0 2 10 1 No

42 As Sawahreh Ash Sharqiyya 4 8 10 55% 2 0 12.000 0 1,8 0 80 20 50,0 2 98 1 155.812 23 2 170 0,0 2 15 1 Yes

43 Hableh 2 18 4 83% 0 7.000 0 0 0,9 0 100 100 100,0 0 99 1 37.399 5 0 350 0,0 2 3 1 Yes

44 Abasan Al Jadeeda 7 10 11 61% 1 0 800 0,1 2 100 100 100,0 0 100 0 176.355 22 2 1.200 0,2 0 9 2 No

45 Silwad 10 20 31 49% 2 4.100 0 0 0,5 1 95 100 97,5 1 98 1 0 0 1 200 0,0 2 14 1 Yes

46 Allar 36 2 5 88% 0 4.000 0 200 0,5 1 100 100 100,0 0 100 0 1.391 0 0 220 0,0 2 4 1 Yes

47 Azzaytuna 10 10 10 67% 1 0 0 170 0,0 2 100 100 100,0 0 90 2 696.869 96 2 300 0,0 2 13 2 No

48 Jammaein 12 3 2 88% 0 0 10.000 0 1,3 0 95 99 97,0 1 98 1 22.421 3 0 320 0,0 2 5 1 Yes

49 Za'tara 25 5 2 94% 0 0 0 0 0,0 2 100 100 100,0 0 99 1 44.392 6 1 360 0,0 2 8 1 No

50 Al Naser 5 2 30 19% 2 0 12.000 0 1,4 0 100 100 100,0 0 8 2 43.586 5 1 250 0,0 2 11 2 Yes

51 Qatanna 1 15 8 67% 1 0 0 0 0,0 2 70 100 85,0 2 100 0 2.000 0 0 500 0,1 1 12 2 No

52 Al Moghraqa 5 1 12 33% 2 0 5.000 500 0,6 1 100 100 100,0 0 95 1 5.000 1 0 950 0,1 0 9 2 Yes

53 Aqqaba 3 17 10 67% 1 2.500 0 0 0,3 1 100 100 100,0 0 100 0 10.000 1 0 440 0,1 1 6 1 No

54 Bal'aa 25 15 10 80% 1 4.000 0 200 0,5 1 100 100 100,0 0 98 1 105.515 14 1 400 0,1 1 8 1 Yes

55 Kharas 20 10 20 60% 2 0 0 0 0,0 2 85 85 85,0 2 95 1 502 0 0 2.195 0,2 0 15 1 No

56 Bedu 8 2 5 67% 1 4.500 5.000 0 1,2 0 100 100 100,0 0 100 0 10.000 1 0 750 0,1 1 4 1 Yes
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57 Al Ittihad 11 4 0 100% 0 0 0 0 0,0 2 99 100 99,5 1 98 1 70.000 8 1 340 0,0 2 10 1 No

58 Al-Muttahida 24 28 35 60% 2 2.000 8.000 0 0,5 1 100 100 100,0 0 100 0 75.000 3 0 600 0,0 2 10 1 No

59 Qabalan 17 0 4 81% 0 3.000 0 0 0,3 1 98 100 99,0 1 95 1 32.250 4 0 250 0,0 2 7 1 No

60 Anabta 13 26 11 78% 1 11.000 0 0 1,3 0 100 100 100,0 0 100 0 244.000 28 2 3.000 0,3 0 5 1 Yes

61 Kufor Ra'ie 10 20 30 50% 2 0 2.500 500 0,3 1 100 100 100,0 0 90 2 125.000 12 1 190 0,0 2 13 1 No

62 Aseera Ash Shamaliyya 30 10 20 67% 1 3.000 0 0 0,3 1 85 100 92,5 1 80 2 50.814 6 1 400 0,0 2 12 1 No

63 Beit Liqia 24 14 6 86% 0 0 10.000 0 1,0 0 90 100 95,0 1 100 0 132.569 13 1 700 0,1 1 4 1 Yes

64 Azzun 10 7 6 74% 1 8.000 0 0 0,7 1 100 100 100,0 0 95 1 97.969 9 1 600 0,1 1 8 1 Yes

65 Bedia 10 15 30 45% 2 2.000 6.000 200 0,8 0 100 80 90,0 2 100 0 375.940 38 2 880 0,1 1 13 1 Yes

66 Al-Yasiriyya 17 9 16 62% 1 0 0 0 0,0 2 75 80 77,5 2 95 1 52.500 3 0 200 0,0 2 14 1 No

67 Aqraba 20 5 5 83% 0 3.000 7.000 0 1,0 0 100 100 100,0 0 2 0 1 600 0,1 1 4 2 Yes

68 Deir Al Ghosoun 19 24 28 61% 1 4.000 1.500 0 0,6 1 100 100 100,0 0 98 1 66.049 7 1 400 0,0 2 9 1 Yes

69 Qaffin 10 15 5 83% 0 4.500 17.000 0 2,2 0 90 90 90,0 2 95 1 180.000 18 2 600 0,1 1 8 1 Yes

70 Jaba'a 3 12 7 68% 1 4.000 4.000 0 0,7 1 100 100 100,0 0 99 1 70.000 6 1 220 0,0 2 9 1 Yes

71 Salfit 30 14 29 60% 1 200 14.000 0 1,3 0 100 100 100,0 0 100 0 2.064.817 189 2 1.500 0,1 0 5 1 Yes

72 Ash Shoyukh 9 15 10 71% 1 0 4.000 350 0,4 1 95 5 50,0 2 90 2 291.580 25 2 1.200 0,1 0 13 1 No

73 Taqu'a 20 5 10 71% 1 400 0 700 0,1 2 94 100 97,0 1 97 1 177.915 14 1 2.000 0,2 0 11 1 No

74 Atteel 23 7 2 94% 0 0 0 180 0,0 2 100 100 100,0 0 100 0 25.000 2 0 800 0,1 1 5 1 No

75 Beta 9 10 47 29% 2 5.000 0 0 0,5 1 99 99 99,0 1 95 1 99.397 9 1 1.000 0,1 1 13 1 No

76 Khaza'aa 20 6 10 72% 1 0 0 0 0,0 2 100 100 100,0 0 100 0 60.000 5 1 400 0,0 2 10 2 No

77 Seelet Al Hartheyya 4 25 13 69% 1 7.000 0 0 0,6 1 100 100 100,0 0 50 2 27.960 2 0 1.500 0,1 0 7 1 Yes

78 Ad Doha 20 7 5 84% 0 4.300 0 0 0,4 1 100 100 100,0 0 100 0 116.640 10 1 1.800 0,1 0 3 1 No

79 A l Khader 15 2 4 81% 0 500 10.000 0 0,9 0 100 100 100,0 0 95 1 168.480 14 1 300 0,0 2 4 1 Yes

80 Arraba 37 15 9 85% 0 12.000 0 0 0,9 0 90 90 90,0 2 95 1 55.270 4 0 350 0,0 2 7 2 Yes

81 Beit Foreek 15 13 15 65% 1 3.500 0 0 0,3 1 95 100 97,5 1 90 2 16.000 1 0 700 0,1 1 10 1 No

82 Taffuh 7 15 20 52% 2 4.000 0 0 0,3 1 90 7 48,5 2 95 1 58.073 4 0 750 0,1 1 14 1 No

83 Al Shokeh 12 2 112 11% 2 6.000 0 0 0,4 1 55 80 67,5 2 55 2 47.100 3 0 1.500 0,1 0 14 2 Yes

84 Al Ubeidiyya 15 10 10 71% 1 0 8.000 200 0,6 1 100 99 99,5 1 97 1 61.532 5 0 1.210 0,1 1 9 1 Yes
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85 Abu Dees 25 15 20 67% 1 2.000 8.000 0 0,8 0 80 95 87,5 2 95 1 199.665 16 2 350 0,0 2 12 1 Yes

86 Tammun 20 10 20 60% 2 1.000 0 0 0,1 2 100 100 100,0 0 2 0 1 500 0,0 2 15 1 No

87 Beit Ula 8 2 10 50% 2 2.000 0 0 0,1 2 80 80 80,0 2 85 2 74.673 5 1 750 0,1 1 18 1 No

88 Beit Fajjar 20 10 10 75% 1 1.500 12.000 250 1,0 0 95 85 90,0 2 95 1 127.917 9 1 500 0,0 2 11 1 Yes

89 Beit Jala 12 35 5 90% 0 4.000 0 0 0,2 2 100 90 95,0 1 96 1 155.520 9 1 900 0,1 1 9 1 No

90 Anata 2 4 6 50% 2 0 0 0 0,0 2 100 100 100,0 0 100 0 2.850.000 202 2 1.200 0,1 1 13 1 No

91 Beit Sahur 31 20 15 77% 1 6.000 0 0 0,4 1 100 100 100,0 0 100 0 126.360 8 1 800 0,1 1 7 1 No

92 Surif 25 7 15 68% 1 1.400 0 0 0,1 2 75 75 75,0 2 90 2 357.086 20 2 925 0,1 1 16 1 No

93 Beit Ummar 15 10 8 76% 1 3.000 0 0 0,2 2 95 95 95,0 1 95 1 252.877 14 1 635 0,0 2 13 1 No

94 Ya'bad 35 4 48 45% 2 500 12.000 0 0,7 1 95 95 95,0 1 95 1 99.959 6 1 400 0,0 2 14 1 Yes

95 Tarqumia 20 8 20 58% 2 4.500 0 0 0,2 2 95 95 95,0 1 95 1 67.972 4 0 800 0,0 2 15 1 No

96 Tubas 42 12 12 82% 0 3.000 0 0 0,1 2 100 100 100,0 0 97 1 129.316 6 1 900 0,0 2 8 1 No

97 Al Yamun 15 15 20 60% 2 2.500 5.000 80 0,4 1 100 100 100,0 0 100 0 60.000 3 0 800 0,0 2 10 1 No

98 Al Zawayda 4 4 60 12% 2 0 0 0 0,0 2 100 100 100,0 0 100 0 360.000 16 2 300 0,0 2 14 2 No

99 Al Eizariyya 42 4 3 94% 0 0 0 0 0,0 2 80 100 90,0 2 100 0 450 0 0 190 0,0 2 10 1 No

100 Se'ier 18 38 6 90% 0 1.000 0 0 0,0 2 90 80 85,0 2 98 1 100.131 4 0 1.732 0,1 1 10 1 No

101 Jericho 11 20 0 100% 0 800 0 0 0,0 2 90 100 95,0 1 99 1 2.941.000 127 2 1.200 0,1 1 10 1 No

102 Abasan Al Kabira 30 10 10 80% 1 0 2.000 600 0,1 2 100 100 100,0 0 98 1 8.465 0 0 370 0,0 2 10 2 No

103 Idna 15 8 1 96% 0 30.000 700 0 1,2 0 100 5 52,5 2 100 0 947 0 0 350 0,0 2 6 1 Yes

104 Qabatya 37 15 9 85% 0 0 200.000 0 8,4 0 95 95 95,0 1 100 0 207.360 9 1 800 0,0 2 5 1 Yes

105 AL Samu'e 48 3 29 64% 1 0 4.000 100 0,2 2 90 100 95,0 1 60 2 220.000 8 1 790 0,0 2 14 1 No

106 Beitunia 7 26 10 77% 1 0 7.000 0 0,3 1 100 100 100,0 0 98 1 200.000 8 1 500 0,0 2 9 1 No

107 Al Qarara 38 3 16 72% 1 0 3.000 0 0,1 2 100 100 100,0 0 96 1 276.000 11 1 750 0,0 2 11 2 No

108 Bani N'eim 20 20 40 50% 2 0 0 200 0,0 2 100 100 100,0 0 80 2 0 0 1 400 0,0 2 15 1 No

109 Al Ram 2 7 1 90% 0 700 0 160 0,0 2 100 100 100,0 0 95 1 200.000 8 1 700 0,0 2 8 1 No

110 Halhul 35 25 20 75% 1 0 0 0 0,0 2 95 95 95,0 1 95 1 165.575 6 1 980 0,0 2 13 1 No

111 Al Maghazi 10 0 18 36% 2 288 500 250 0,0 2 60 100 80,0 2 99 1 615.350 20 2 578 0,0 2 19 2 No

112 Bethlehem 49 21 11 86% 0 4.000 9.000 1.400 0,5 1 95 100 97,5 1 99 1 252.720 8 1 1.620 0,1 1 7 1 No
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113 Ramallah 32 58 23 80% 1 5.871 2.000 1.700 0,3 1 100 100 100,0 0 100 0 0 0 1 1.200 0,0 2 8 1 No

114 Dura 77 2 6 93% 0 20.000 0 250 0,5 1 99 100 99,5 1 70 2 120.000 3 0 1.867 0,0 2 8 1 Yes

115 AdDaheriyya 30 25 42 57% 2 0 300 200 0,0 2 80 15 47,5 2 45 2 49.000 1 0 200 0,0 2 18 1 No

116 Bani Sheila 5 8 18 42% 2 0 5.000 0 0,1 2 95 100 97,5 1 95 1 576.000 14 1 350 0,0 2 16 2 No

117 Al Braij 18 4 10 69% 1 5.000 0 0 0,1 2 98 100 99,0 1 95 1 450.000 10 1 500 0,0 2 13 2 No

118 Beit Hanun 443 190 69 90% 0 6.000 0 0 0,1 2 95 100 97,5 1 95 1 1.850.000 35 2 420 0,0 2 11 2 No

119 Al Bireh 90 20 10 92% 0 1.900 0 300 0,0 2 99 100 99,5 1 100 0 0 0 1 2.418 0,0 2 9 1 No

120 Jenin 300 25 300 52% 2 13.000 0 40 0,3 1 95 100 97,5 1 90 2 9.279.155 190 2 520 0,0 2 16 1 No

121 Qalqilia 70 32 30 77% 1 29.800 1.000 0 0,6 1 100 100 100,0 0 100 0 1.059.740 20 2 980 0,0 2 9 1 Yes

122 Yatta 30 24 64 46% 2 8.800 0 0 0,1 2 90 90 90,0 2 75 2 229.411 3 0 850 0,0 2 18 1 No

123 Tulkarem 135 50 57 76% 1 4.000 38.811 22.999 1,1 0 90 100 95,0 1 85 2 2.922.789 48 2 1.707 0,0 2 11 1 Yes

124 Deir Al Balah 44 8 65 44% 2 10.000 0 250 0,1 2 95 100 97,5 1 99 1 2.430.000 34 2 5.000 0,1 1 16 2 No

125 Beit Lahia 412 65 17 97% 0 12.000 0 0 0,1 2 95 98 96,5 1 75 2 2.541.780 28 2 420 0,0 2 12 2 No

126 An Nseirat 20 6 28 48% 2 5.300 0 0 0,1 2 100 100 100,0 0 95 1 1.796.000 21 2 1.600 0,0 2 15 2 No

127 Rafah 55 66 86 58% 2 40.000 12.000 16.000 0,4 1 70 100 85,0 2 91 1 3.111.726 19 2 1.000 0,0 2 17 2 Yes

128 Jabalia 63 15 30 72% 1 7.010 0 0 0,0 2 100 100 100,0 0 95 1 4.800.000 28 2 1.000 0,0 2 12 2 No

129 Nablus 325 25 40 90% 0 179.940 0 0 1,2 0 100 100 100,0 0 100 0 2.946.156 19 2 3.407 0,02 2 4 1 Yes

130 Khan Yunis 10 73 160 34% 2 4.262 9.000 0 0,1 2 93 100 96,5 1 93 1 3.700.000 20 2 3.363 0,02 2 17 2 No

131 Hebron 150 20 170 50% 2 0 1.000 0 0,0 2 95 5 50,0 2 70 2 2.000 0 0 3.500 0,0 2 18 1 No

132 Gaza 410 75 160 75% 1 220.000 0 0 0,4 1 93 100 96,5 1 93 1 3.700.000 6 1 3.363 0,0 2 11 2 Yes

133 Al-Kafriyyat 27 23 20 71% 1 5000 12700 0 2,1 0 99 99 99,0 1 80 2 165632 20 2 450 0,1 1 10 2 Yes

134 Marj Bin amer 60 30 70 56% 2 20000 0 10000 1,3 0 100 100 100,0 0 20 2 0 0 1 1.500 0,1 1 10 2 Yes

135 Nuba #DIV/0! #DIV/0! 0,0 2 0,0 2 2 0 1 0,0 2 #DIV/0! 1 No

136 Sorda - Abo Qash #DIV/0! #DIV/0! 0,0 2 0,0 2 2 0 1 0,0 2 #DIV/0! 2 No

137 Kofor Dan #DIV/0! #DIV/0! 0,0 2 0,0 2 2 0 1 0,0 2 #DIV/0! 2 No

138 Al- Karmel #DIV/0! #DIV/0! 0,0 2 0,0 2 2 0 1 0,0 2 #DIV/0! 2 No
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ANNEX I: 
TOTAL ALLOCATION PER MUNICIPALITY 
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1 Al Tayybeh 1.858 B+ 8 25.000 2.984 27.984 4.183 6,03 11.212 43.378

2 Al Masdar 2.491 B 8 25.000 4.001 29.001 5.607 5,03 12.526 47.134

3 Al Newe'emeh 1.576 C+ 6 25.000 1.898 26.898 3.548 3,02 4.755 35.201

4 Atara 2.905 B+ 7 25.000 4.083 29.083 6.539 6,03 17.530 53.152

5 Sabastya 4.263 C++ 8 25.000 6.847 31.847 9.596 4,02 17.149 58.593

6 Um Al Naser 3.923 B 15 25.000 11.814 36.814 8.831 5,03 19.727 65.372

7 Zeita 3.345 C++ 2 25.000 1.343 26.343 7.530 4,02 13.456 47.329

8 Jayyus 3.603 B 7 25.000 5.063 30.063 8.111 5,03 18.118 56.292

9 Wadi Gaza 3.795 B 10 25.000 7.619 32.619 8.543 5,03 19.083 60.245

10 Al Zahra 4.010 B+ 12 25.000 9.661 34.661 9.027 6,03 24.198 67.885

11 Abwein 3.991 B 11 25.000 8.814 33.814 8.984 5,03 20.069 62.867

12 Deir Istia 3.817 C++ 9 25.000 6.897 31.897 8.592 4,02 15.355 55.844

13 Deir Ballut 3.877 B 5 25.000 3.892 28.892 8.727 5,03 19.496 57.115

14 Bruqin 3.926 B 10 25.000 7.882 32.882 8.838 5,03 19.742 61.462

15 Kefel Hares 3.941 B+ 5 25.000 3.956 28.956 8.872 6,03 23.781 61.609

16 Az Zababedah 4.555 B+ 8 25.000 7.316 32.316 10.254 6,03 27.486 70.056

17 Turmosayya 4.781 C+ 5 25.000 4.799 29.799 10.762 3,02 14.425 54.987

18 Qarawat Bani Hassan 4.612 B 8 25.000 7.407 32.407 10.382 5,03 23.192 65.981

19 Beit Sureik 4.544 B++ 5 25.000 4.561 29.561 10.229 7,04 31.990 71.780

20 Kufor Tholoth 4.882 B 10 25.000 9.801 34.801 10.990 5,03 24.550 70.341

21 Beit Anan 4.653 C++ 6 25.000 5.605 30.605 10.474 4,02 18.718 59.798

22 Kafr Al Labad 4.963 C++ 12 25.000 11.957 36.957 11.172 4,02 19.965 68.094

23 Baqa Al Sharqeyya 9.046 C++ 5 25.000 9.081 34.081 20.363 4,02 36.391 90.835

24 Al Oja 5.214 C++ 19 25.000 19.889 44.889 11.737 4,02 20.975 77.601

25 Al Mazra'a Ash Sharqeyya 5.752 C+ 10 25.000 11.548 36.548 12.948 3,02 17.355 66.851

26 Birzeit 5.796 A 14 25.000 16.291 41.291 13.047 8,05 46.633 100.971

27 Kufor Al Deek 5.524 B 7 25.000 7.763 32.763 12.435 5,03 27.778 72.976

28 Ne'lin 5.852 C++ 5 25.000 5.874 30.874 13.173 4,02 23.542 67.589

29 Wadi Al Salqa 6.145 C++ 12 25.000 14.804 39.804 13.833 4,02 24.720 78.358

30 Al Zawyeh 5.768 B 11 25.000 12.738 37.738 12.984 5,03 29.005 79.727

31 Bir Nabala 5.631 B+ 6 25.000 6.783 31.783 12.676 6,03 33.979 78.438

32 Beit Leed 5.858 B 13 25.000 15.289 40.289 13.187 5,03 29.457 82.933

33 East Bani Zeid 6.505 B++ 12 25.000 15.672 40.672 14.643 7,04 45.795 101.110

34 Sinjel 6.700 C++ 14 25.000 18.832 43.832 15.082 4,02 26.953 85.867

35 Deir Debwan 6.721 A+ 5 25.000 6.747 31.747 15.130 9,05 60.835 107.711

36 Janata 6.816 B 11 25.000 15.052 40.052 15.343 5,03 34.275 89.671

37 W est Bani Zeid 7.058 C++ 6 25.000 8.502 33.502 15.888 4,02 28.393 77.783

38 Al Fokhari 7.194 B 9 25.000 12.999 37.999 16.194 5,03 36.176 90.369

39 Howwara 6.759 B+ 9 25.000 12.213 37.213 15.215 6,03 40.786 93.214

40 Borqin 7.066 B+ 8 25.000 11.349 36.349 15.906 6,03 42.638 94.893

41 Seelet Ad Daher 7.201 B+ 10 25.000 14.457 39.457 16.210 6,03 43.453 99.120

42
As Sawahreh Ash 

Sharqiyya
6.780

C+ 15 25.000 20.418 45.418 15.262 3,02 20.456 81.136

43 Hableh 7.908 B 3 25.000 4.763 29.763 17.802 5,03 39.766 87.330

44 Abasan Al Jadeeda 7.878 B 9 25.000 14.235 39.235 17.734 5,03 39.615 96.584

45 Silwad 7.836 A 14 25.000 22.025 47.025 17.639 8,05 63.046 127.710

46 Allar 7.921 B 4 25.000 6.361 31.361 17.831 5,03 39.831 89.023
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47 Azzaytuna 7.261 B+ 13 25.000 18.951 43.951 16.345 6,03 43.815 104.111

48 Jammaein 7.554 C++ 5 25.000 7.583 32.583 17.005 4,02 30.389 79.976

49 Za'tara 7.915 B 8 25.000 12.712 37.712 17.817 5,03 39.801 95.331

50 Al Naser 8.495 C++ 11 25.000 18.760 43.760 19.123 4,02 34.174 97.058

51 Qatanna 7.550 C++ 12 25.000 18.189 43.189 16.996 4,02 30.373 90.557

52 Al Moghraqa 8.496 C+ 9 25.000 15.351 40.351 19.125 3,02 25.634 85.110

53 Aqqaba 8.710 B+ 6 25.000 10.492 35.492 19.607 6,03 52.559 107.658

54 Bal'aa 7.746 C++ 8 25.000 12.441 37.441 17.437 4,02 31.161 86.039

55 Kharas 8.789 B+ 15 25.000 26.468 51.468 19.785 6,03 53.035 124.288

56 Bedu 7.947 B+ 4 25.000 6.382 31.382 17.889 6,03 47.955 97.226

57 Al Ittihad 8.706 B+ 10 25.000 17.479 42.479 19.598 6,03 52.535 114.611

58 Al-Muttahida 21.532 B++ 10 25.000 43.228 68.228 48.470 7,04 151.585 268.284

59 Qabalan 8.652 B+ 7 25.000 12.159 37.159 19.476 6,03 52.209 108.844

60 Anabta 8.597 B+ 5 25.000 8.630 33.630 19.353 6,03 51.877 104.859

61 Kufor Ra'ie 10.351 B 13 25.000 27.015 52.015 23.301 5,03 52.051 127.367

62 Aseera Ash Shamaliyya 9.169 B++ 12 25.000 22.090 47.090 20.640 7,04 64.550 132.280

63 Beit Liqia 9.866 B+ 4 25.000 7.923 32.923 22.209 6,03 59.534 114.666

64 Azzun 11.091 C++ 8 25.000 17.813 42.813 24.967 4,02 44.618 112.398

65 Bedia 9.784 B+ 13 25.000 25.536 50.536 22.025 6,03 59.040 131.600

66 Al-Yasiriyya 18.886 B+ 14 25.000 53.083 78.083 42.514 6,03 113.964 234.560

67 Aqraba 10.050 B++ 4 25.000 8.071 33.071 22.623 7,04 70.752 126.446

68 Deir Al Ghosoun 9.668 C++ 9 25.000 17.469 42.469 21.763 4,02 38.893 103.125

69 Qaffin 9.838 C++ 8 25.000 15.801 40.801 22.146 4,02 39.577 102.524

70 Jaba'a 11.132 C++ 9 25.000 20.114 45.114 25.059 4,02 44.782 114.956

71 Salfit 10.947 B+ 5 25.000 10.989 35.989 24.643 6,03 66.057 126.689

72 Ash Shoyukh 11.636 C++ 13 25.000 30.369 55.369 26.194 4,02 46.810 128.373

73 Taqu'a 12.451 B 11 25.000 27.497 52.497 28.028 5,03 62.611 143.136

74 Atteel 10.601 B+ 5 25.000 10.641 35.641 23.864 6,03 63.970 123.475

75 Beta 11.017 C++ 13 25.000 28.754 53.754 24.800 4,02 44.320 122.874

76 Khaza'aa 11.880 C++ 10 25.000 23.851 48.851 26.743 4,02 47.792 123.385

77 Seelet Al Hartheyya 11.711 C+ 7 25.000 16.458 41.458 26.362 3,02 35.334 103.154

78 Ad Doha 12.275 C++ 3 25.000 7.393 32.393 27.632 4,02 49.381 109.406

79 A l Khader 12.301 C++ 4 25.000 9.878 34.878 27.691 4,02 49.485 112.054

80 Arraba 12.698 B+ 7 25.000 17.845 42.845 28.584 6,03 76.623 148.053

81 Beit Foreek 12.546 B+ 10 25.000 25.188 50.188 28.242 6,03 75.706 154.136

82 Taffuh 13.995 B+ 14 25.000 39.336 64.336 31.504 6,03 84.450 180.290

83 Al Shokeh 14.453 B 14 25.000 40.623 65.623 32.535 5,03 72.678 170.836

84 Al Ubeidiyya 13.533 B++ 9 25.000 24.452 49.452 30.464 7,04 95.272 175.189

85 Abu Dees 12.604 C++ 12 25.000 30.365 55.365 28.373 4,02 50.704 134.442

86 Tammun 14.359 B+ 15 25.000 43.242 68.242 32.323 6,03 86.646 187.211

87 Beit Ula 14.375 B+ 18 25.000 51.948 76.948 32.359 6,03 86.743 196.050

88 Beit Fajjar 13.849 C 11 25.000 30.584 55.584 31.175 2,01 27.856 114.616

89 Beit Jala 17.425 B++ 9 25.000 31.485 56.485 39.225 7,04 122.672 218.382

90 Anata 14.085 B+ 13 25.000 36.761 61.761 31.707 6,03 84.993 178.460

91 Beit Sahur 15.565 B+ 7 25.000 21.874 46.874 35.038 6,03 93.924 175.836

92 Surif 17.999 C+ 16 25.000 57.817 82.817 40.517 3,02 54.306 177.640
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93 Beit Ummar 18.284 B+ 13 25.000 47.720 72.720 41.159 6,03 110.331 224.210

94 Ya'bad 17.479 B 14 25.000 49.128 74.128 39.347 5,03 87.894 201.369

95 Tarqumia 18.960 B+ 15 25.000 57.097 82.097 42.681 6,03 114.410 239.188

96 Tubas 21.487 A 8 25.000 34.511 59.511 48.369 8,05 172.878 280.758

97 Al Yamun 20.363 B++ 10 25.000 40.882 65.882 45.839 7,04 143.356 255.076

98 Al Zawayda 22.530 C++ 14 25.000 63.325 88.325 50.717 4,02 90.635 229.677

99 Al Eizariyya 20.582 C++ 10 25.000 41.321 66.321 46.332 4,02 82.799 195.452

100 Se'ier 23.830 B 10 25.000 47.842 72.842 53.643 5,03 119.831 246.316

101 Jericho 23.220 C++ 10 25.000 46.617 71.617 52.270 4,02 93.411 217.298

102 Abasan Al Kabira 23.914 C++ 10 25.000 48.011 73.011 53.832 4,02 96.203 223.046

103 Idna 25.107 C++ 6 25.000 30.243 55.243 56.518 4,02 101.002 212.763

104 Qabatya 23.860 B+ 5 25.000 23.951 48.951 53.711 6,03 143.978 246.640

105 AL Samu'e 25.949 C++ 14 25.000 72.935 97.935 58.413 4,02 104.389 260.737

106 Beitunia 25.288 B++ 9 25.000 45.692 70.692 56.925 7,04 178.028 305.645

107 Al Qarara 25.675 C++ 11 25.000 56.701 81.701 57.797 4,02 103.287 242.784

108 Bani N'eim 26.523 C++ 15 25.000 79.873 104.873 59.706 4,02 106.698 271.277

109 Al Ram 23.800 B++ 8 25.000 38.225 63.225 53.576 7,04 167.552 284.353

110 Halhul 29.222 C++ 13 25.000 76.267 101.267 65.781 4,02 117.556 284.605

111 Al Maghazi 30.076 C++ 19 25.000 114.725 139.725 67.704 4,02 120.992 328.420

112 Bethlehem 31.799 B+ 7 25.000 44.689 69.689 71.582 6,03 191.884 333.155

113 Ramallah 35.140 B++ 8 25.000 56.439 81.439 79.103 7,04 247.386 407.928

114 Dura 38.351 B+ 8 25.000 61.596 86.596 86.331 6,03 231.421 404.348

115 AdDaheriyya 38.444 B+ 18 25.000 138.927 163.927 86.541 6,03 231.982 482.450

116 Bani Sheila 41.174 C++ 16 25.000 132.260 157.260 92.686 4,02 165.637 415.583

117 Al Braij 45.031 C+ 13 25.000 117.528 142.528 101.369 3,02 135.865 379.761

118 Beit Hanun 53.094 C+ 11 25.000 117.253 142.253 119.519 3,02 160.192 421.964

119 Al Bireh 48.887 B++ 9 25.000 88.333 113.333 110.049 7,04 344.165 567.546

120 Jenin 48.724 B+ 16 25.000 156.512 181.512 109.682 6,03 294.015 585.209

121 Qalqilia 51.969 B+ 9 25.000 93.901 118.901 116.987 6,03 313.596 549.484

122 Yatta 67.356 B 18 25.000 243.408 268.408 151.624 5,03 338.705 758.737

123 Tulkarem 60.647 B+ 11 25.000 133.933 158.933 136.521 6,03 365.962 661.416

124 Deir Al Balah 72.409 C++ 16 25.000 232.594 257.594 162.999 4,02 291.291 711.884

125 Beit Lahia 89.949 C++ 12 25.000 216.702 241.702 202.483 4,02 361.852 806.037

126 An Nseirat 86.135 B+ 15 25.000 259.392 284.392 193.897 6,03 519.764 998.053

127 Rafah 164.000 B+ 17 25.000 559.730 584.730 369.178 6,03 989.624 1.943.531

128 Jabalia 171.642 C++ 12 25.000 413.514 438.514 386.381 4,02 690.492 1.515.387

129 Nablus 153.061 B+ 4 25.000 122.916 147.916 344.553 6,03 923.615 1.416.084

130 Khan Yunis 185.250 B+ 17 25.000 632.256 657.256 417.013 6,03 1.117.853 2.192.122

131 Hebron 221.966 B++ 18 25.000 802.130 827.130 499.664 7,04 1.562.642 2.889.436

132 Gaza 583.870 B++ 11 25.000 1.289.420 1.314.420 1.314.340 7,04 4.110.449 6.739.210

133 Al-Kafriyyat 8.410 B+ 10 25.000 16.884 41.884 18.932 6,03 50.748 111.564

134 Marj Bin amer 23.419 C 10 25.000 47.017 72.017 52.718 2,01 47.106 171.841

135 Nuba 5.726 B+ 25 25.000 28.739 53.739 12.890 6,03 34.552 101.181

136 Sorda - Abo Qash 3.116 C 22 25.000 13.763 38.763 7.014 2,01 6.268 52.045

137 Kofor Dan 6.399 C+ 18 25.000 23.124 48.124 14.405 3,02 19.307 81.836

138 Al- Karmel 4.940 C+ 18 25.000 17.852 42.852 11.120 3,02 14.905 68.877

3.562.387 3.450.000 8.578.849 12.028.849 8.008.112 20.033.177 40.027.286
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1. Introduction 

a. M&E (General Perception) 

The process of M&E is defined as the management (and execution) of Development Programmes while 
focusing on achieving desired results through the use of information, in order to continuously improve 
the decision-making process. The main objective of managing results is to achieve best possible 
[development] results on the ground, and to improve effectiveness, for a better life of people.   
Results-based management concentrates on the causality, i.e. the inputs and activities lead to outputs 
and services, which in consequence lead to outcomes and impact as explained in the results chain, as 
shown in Figure (1) below: 

 

 Figure 1: The general framework for the results chain 

 

b. Results Based Monitoring at MDLF 

MDLF has long-standing experience and strong capacity applying results-based monitoring and 
evaluation and has RBM system in place, which attempts to measure the relevance, effectiveness, 
efficiency, impact, and sustainability of initiatives implemented by the institution. MDLF has 
demonstrated its strong M&E capacity through implementing MDP and other development programs.  
The Results-Based M&E system has been used by MDLF to monitor the results and achievements of 
MDLF interventions. The manual was developed to be flexible and user-friendly by the M&E specialist 
along with other MDLF related staff. 
Following international standards, MDLF has adopted the results-based monitoring system, which 
combines monitoring the implementation as well as the assessment of results. A results-based 
monitoring system tracks both implementation (inputs, activities, outputs) and results (outcomes, 
impact) and portrays these in a result-chain, underpinned with indicators. Therefore, MDLF not only 
evaluates and monitors inputs, activities, and outputs but also assesses how these resources and 
outputs are used by different stakeholders and decision-makers to achieve the intended benefits.  

2. M&E Objectives in the Context of MDP3 – From PDO to the Sector-level 

On the national level and programs level, the NDP (2017-2022) re-emphasizes the commitment of the 
government for “reform and improve the quality of public services”; under which the responsiveness of 
local governments and the improvement of public services are the main two policies towards achieving 
the mentioned objective. 
In this context, the MDLF strategic plan “2017-2021” was developed to be fully aligned with NDP (2017-
2022). Considering the MDP3 is the core intervention of MDLF for the coming four years, the resulting 
chain of MDP3 was developed in the manner to contribute achieving the MDLF strategic objectives 
towards achieving the national development objectives concerning the local government as shown in 
figure (3). 

  

Inputs and 
Activities Outputs

Outcomes 
(Short & 

Medium Term)

Impact (long 
term)
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a. PDO 

Enhance the institutional capacity of municipalities in the West Bank and Gaza for more accountable 
and sustainable service delivery. 

 

b. PDO-Level Results Indicators 

Table 1: PDO-Level Results indicators 

PDO Result Area Indicators 

Strengthened Municipal 
Institutions 

1. A number of municipalities that moved up one rank in the 
performance assessment system 1 

Accountable and Responsive 
Service Delivery 

 

2. People provided with improved urban living conditions (WB core) 
3. Municipalities with Public Disclosure of executed budget and 

executed SDIP 

Financially Sustainable 
Municipalities   

4. A number of municipalities with Operating and Enterprise2 surplus 
and no increase in arrears  

 

Figure 2: Schematic Diagram for Alignment of MDLF Strategic Plan (2017-2021) with National 
Development Plan (2017-2022) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                                                           
1 The ranking system has 10 ranks based on 4 categories (A, B, C, D ) with 21 KPIs. 
2 Operating Budget (General Budget): non-commercial services provided by LGU. Those services include health services, public works, 

educational services, cultural services, social services, and security. Enterprise budget refers to commercial services (that incur profits) provided 
to civilians like water, electricity, sewage, vegetable and fruit markets, fish markets, slaughterhouses, etc. 
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Figure 3: MDP3 result chain in the context of the National Development Plan (2017-2022) 

 

3. Description of MDP3-M&E 

MDP3-M&E system essentially serves as a tool that will promote enhancing the learning process of all 
stakeholders and guide the project management team towards processes aiming to improve the 
efficiency and effectiveness of the project as well as enhancing the quality of reports delivered in terms 
of content and time.  
MDLF will use the M&E (RBM) manual as a general approach for monitoring and evaluation. However, 
the manual will be customized to fulfill the special requirement of MDP3-M&E.  
MDLF will be responsible for monitoring the achievements of the PDO results in areas and reporting on 
the achievement at different levels (outcomes, intermediate outcomes, outputs, and activities). 
MDLF will use standard templates for data gathering and consolidation regarding the process indicators 
and the results indicators as well. Where needed, the existing systems in MDLF would be modified or 
extended to fit the requirements of M&E for the MDP3. For example, MDLF will submit as part of the 
progress reports, onward, the Program results framework with achievements update, along with 
additional disaggregated indicators showing results by sector, and indicating other gender and special 
consideration disaggregated data, where applicable.  
In addition to the monitoring of the results at different levels, namely, (outcomes, intermediate 
outcomes, outputs).  MDLF will be responsible for monitoring the activities and work packages by 
producing such internal reports that describe the progress and the implementation status as well, 
concerning the disbursements and the procurement where the top management will be able to assess 
the implementation process effectively. 
MDLF will be accountable for reporting to all DPs. The report will highlight the achievements on the 
results framework, and the financial disbursement as well. MDLF will submit Semi-Annual and 
cumulative Annual Progress Reports to the DPs, on progress and the achievement of the Program 
objectives and results, also highlighting any issues for attention.  
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4. Primary MDLF staff with M&E Functions and Responsibilities 

It is important to understand M&E as a collective effort rather than the limited task of the M&E unit. 
Accordingly, MDLF staff are expected to participate in varying extents in the monitoring and evaluation 
of MDP3, involving mainly, but not limited to the following: 

 The existing M&E specialist who will lead the response and efforts for aggregating and synthesizing 
data on the program's outcome indicators and reporting on outcomes, based on the agreed results-
based M&E framework. This function is hosted at the MDLF Strategic Planning and External 
Relations Department. 

 The M&E specialist will be supported by the existing IT/MIS Specialist (for support in electronic data 
handling and web application surveys). MDLF engineers are also expected to play a role in the 
exchange of data and information between municipalities and the MDLF particularly for component 
1. 

 The Institutional Development and Technical Assistance Manager and the department staff will 
ensure that data on the performance-based grant allocation mechanism and the Capacity 
Development activities are monitored appropriately. Having the in-house staffing capacity for the 
overall management and coordination of the capacity building, administration, and control of the 
various packages under component 2 and tracking of performance indicators of the Grant Allocation 
Mechanism is critical;  

 M&E efforts will be complemented by staff of the Financial Management Department who are 
responsible for monitoring the financial aspects and disbursements on MDLF operations, and 
producing financial reports;  

 The Local Technical Consultants (LTCs) will perform monitoring and evaluation tasks particularly 
relating to the activities supported under component 1, such as supervising of infrastructure works, 
procurement of equipment, contracting, managing and supervising consultancy services and 
technical assistance, and documentation and reporting on progress of the Grant Implementation 
Agreement, including on Monitoring of the terms and deliverables specified in the GIAs and on 
subproject implementation in compliance with safeguards policies. LTCs will prepare quarterly 
progress reports and submit to MDLF to report on their activities and findings.  

5. Data Sources 

There are different key stakeholders for MDP3, among them; clear communication channels will be 
ensured with clear arrangements regarding the flow of information. The data will be gathered by the 
M&E unit from different sources as follows: 

- Data from municipalities (directly) using web application tools, concerning the application forms 
and the information related to the MDP3-KPIs.  

- Data from MOLG and MOFP concerning the budget data and net lending figures for 
municipalities. 

- Data from LTCs and engineers regarding component 1 through the Technical Department, 
concerning the progress and achievement at the output level. 

- Data from the Institutional Department, concerning the capacity development activities in terms 
of progress and achievements. 

- Data from Financial Department, concerning the financial reports and disbursements. 
- Data from outsourced evaluators, concerning the agreed surveys and studies that will be 

conducted under MDP3.  
       Figure (4) below, illustrates the flow of information among key stakeholders: 
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Figure 4:  Schematic Diagram for the Flow of Information among the Key Stakeholders 
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6. Outsourced Evaluations 

In addition to data collection exercises carried out for project reports directly by the MDLF, periodic 
independent evaluations and assessments will also be outsourced in order to measure achievement of 
the PDO as follows:  

 Independent Beneficiary Satisfaction Surveys: Citizen Feedback on service delivery 
improvements focusing on direct beneficiaries with a gender-sensitive approach to target 
groups. Such feedback will be used to trigger management decisions on adjustments and for 
distilling lessons learned. This assessment will be conducted twice over the program lifecycle (at 
the mid of project lifecycle FY19 and the close of the project FY21). 

Surveys during and at the close of the Program may identify respondents’ satisfaction with 
Project investments under component 1, including a specific question about the degree to 
which respondents felt Program activities reflected their preferences. 

 Independent Technical Audits and Usability Assessment: An external Technical Audit of sample 
investments financed under Component 1 will be carried out by a specialized consultant. The 
Audits will review a sample of completed infrastructure investments for technical quality and 
structural soundness, and compliance of implemented investments with technical specifications, 
including compliance with safeguard measurements. The Audits will also include time-based 
analysis for selected projects to assess whether they are being used for their intended purposes 
and have achieved their objectives. Such assessment will be carried out through an external 
consultancy based on agreed TOR. This assessment will be conducted twice over the program 
lifecycle (at the mid of project lifecycle FY19 and the close of the project FY21). 

 Annual financial audits: MDLF will prepare the Annual Program Financial Statements and make 
arrangements for the audit of the Program Financial Statements. The audited Program Financial 
Statements will be submitted to the DPs.  

 Municipal Ranking Update: MDLF will outsource consultancy firm to conduct the performance 
assessment of municipalities in accordance with the agreed 21 KPIs for MDP3. This assessment 
will be conducted twice over the program lifecycle (at the mid of project lifecycle FY19 and the 
close of the project FY21). 

 Municipal Infrastructure Database Survey: MDLF used to outsource the Palestinian Central 
Bureau of Statistics (PCBS) to conduct municipal infrastructure survey under MDPI and MDPII. 
The aim of the survey is to provide the MDLF with a database of municipal infrastructure for all 
municipalities in WBG covering  the (i) Water and wastewater services if provided by the 
municipalities; (ii) Solid Waste Management; (iii) Roads; (iv) Public Facilities and (v) and 
Electricity Services attached to municipalities. The survey will be used to assess the 
improvement on the municipalities’ services over the MDP3 and will be utilized for the needs 
calculation in accordance with the Grants Allocation Mechanism (GAM). This assessment will be 
conducted twice over the program lifecycle (at the mid of project lifecycle FY19 and the close of 
the project FY21). 

7. Reporting Requirements 

 MDLF will prepare the bi-annual work plan and budget for the Project (including 
Training and Operating Costs) for the subsequent calendar year of the Project. Not later 
than November 30 in each calendar year. 
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 MDLF will prepare Interim Quarterly Financial Management Reports for all project 
components. The reports will be submitted to the DPs not later than forty-five (45) days 
after the end of each calendar reporting period. 

 Semi-Annual Progress Reports: MDLF will report on progress and achievements every 
six calendar months. The MDLF will submit Semi-annual Progress Reports covering the 
first six calendar months and including a performance-based action plan for the 
following semester, within 45 days of the end of this preceding period, (i.e., mid-
August). 

  Annual Progress Report: At the end of each calendar year, MDLF will report on MDP3 
implementation on a cumulative basis as part of the MDLF’s overall Cumulative 
Annual Progress Report3. The Annual Progress Reports will be submitted within 60 days 
of the end of the calendar year, (i.e. by end of February). Progress Reports will include 
updates on the MDP outcome indicators. 

 
 
 
 
   

                                                           
3 In order to streamline and simplify reporting obligations, the MDLF has been preparing Cumulative Annual 

Progress Reports, in accordance with an outline agreed with its donors and to provide an overall outlook on the 
progress of implementation all of its implemented projects, including projects funded by the World Bank. The 
MDLF will continue submitting Cumulative Progress Reports during MDP implementation.  
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Project Development Objectives 

 
Enhance the institutional capacity of municipalities in the West Bank and Gaza for more accountable and sustainable service delivery 

 

Project Development Objective Indicators 

 

Indicator Name Core 
Unit of 

Measure 
Baseline 

End 
Target 

Frequency 
Data 

Source/Methodology 
Responsibility 

for Data Collection 
 

 

Name: Number of 
municipalities that move up 
one rank in the 
performance assessment 
system 

   Number 0.00 100.00 2017, 2019, 2021 

 

MDLF Performance 
Assessment 

 

MDLF 

 

 
Description: The PDO indicator will measure a number of municipalities that move up one rank in performance. The ranking system has 10 ranks based on 4 categories (D, 
C, B, and A) with 21 KPIs from D to A++.  

  
 

Name: People provided with 
improved urban living 
conditions 

   Number 0.00 50000
0.00 

2019, 2021 

 

MDLF from information 
on municipal sub-projects. 

 

MDLF 

 

 

Female beneficiaries    Number 0.00 25000
0.00 

2019, 2021 

 

MDLF 

 

MDLF 

 

 
 

Description: The Corporate Result indicator (CRI) measures the cumulative number of people living in urban areas that have been provided with access to improved 
services, housing, tenure, neighborhoods, public spaces, parks, resilience, and/or urban environmental conditions, through the direct interventions of operations 
supported by the World Bank. Its a new CRI and will add to the WB Portal. The target of 500.000 will be reviewed in 2019.  

  
 

Table 2: Results Framework 
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Indicator Name Core 
Unit of 

Measure 
Baseline 

End 
Target 

Frequency 
Data 

Source/Methodology 
Responsibility 

for Data Collection 
 

Name: Municipalities with 
public disclosure of 
executed budget and 
executed SDIP 

   Number 0.00 100.00 2017, 2019, 2021 

 

MDLF Performance 
assessment 

 

MDLF 

 

 
Description: The disclosure will take place on social media platform, (Facebook), municipal bulletin board, MoLG's homepage and/or another platform. From year three 
(2019) the readable format from MoLG will be used, once endorsed by MoLG. 

  
 

Name: Number of 
municipalities with 
operational and enterprise 
surplus and no increase in 
arrears 

   Number 40.00 80.00 2017, 2019, 2021 

 

MLDF Performance 
Assessment 

 

MDLF 

 

 
Description: These indicators will measure municipalities that have a surplus in their operational and enterprise account and no increase in arrears from last year. 
Municipalities that fulfill this criterion have not increased net debt to suppliers of water and electricity. Baseline will be updated in June 2017. 

 

  
 

Intermediate Results Indicators 

Indicator Name Core 
Unit of 
Measure 

Baseline 
End 

Target 
Frequency 

Data 
Source/Methodology 

Responsibility 
for Data Collection 

  

Name: Number of 
municipalities graduated to 
category A 

   Number 5.00 15.00 2017, 2019, 2021 

 

MDLF Performance 
Assessment 

 

MDLF 

 

 
Description: The indicator will measure the number of municipalities that graduate to category A the highest category in the performance system. It is measured by the 
project's performance assessment system to measure municipal performance from category D (the lowest) to A the highest. Baseline will be updated in June 2017.  
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Name: Number of 
municipalities completing 
subprojects within each 
cycle 

   Number 0.00 140.00 2019, 2021 

 

MDLF 

 

MDLF 

 

 
Description: The indicator will measure the number of municipalities that complete subprojects within each of the two budget cycles: 1 January 2018 to 31 December 
2019 and 1 January 2020 to 31 December 2021.  

  
 

Name: Number of 
municipalities with 
functional complaint system 

   Number 22.00 100.00 2019, 2021 

 

MDLP Performance 
Assessment  

 

MLDF 

 

 
Description: The indicator will measure that a functional municipal complaint system exists in 2021 following National guidelines. Functional municipal complaints system 
will include the ability to produce data on grievances by type and by the level of resolution. For baseline and in 2019 the indicator will only measure that the complaint 
system exists in Citizen Service Centers.  

  
 

Name: Percentage of 
investments financed under 
the project inadequate 
technical state and used as 
intended 

   Percentage 0.00 80.00 2017, 2019, 2021 

 

MDLF assessment of 5-
6% of all subprojects in 
2017, 2019 and 2021. 

 

MDLF 

 

 
Description: The indicator will measure the percentage of investments with acceptable standard and acceptable usage. Measured as “adequate state of usability” 
according to MDLF assessment of 5-6 % of executed projects.  The baseline will be updated in June 2017. 
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Name: % of beneficiaries 
satisfied with municipal sub-
projects executed under 
MDP 3 

   Percentage 0.00 80.00 2017, 2019, 2021 

 

MDLF Performance 
Assessment or the Local 
Government Performance 
Assessment 
(LGPA) questions 2.6 and 
9.10. 

 

MDLF 

 

 
Description: The indicator will measure the % of beneficiaries that are satisfied with municipal sub-projects. The baseline will be updated in July 2017. It will be gender 
disaggregated. 

  
 

Name: Percentage of 
municipalities satisfied with 
MDLF support 

   Number 75.00 95.00 2017, 2019, 2021 

 

MDLF satisfactory 
survey 

 

MDLF 

 

 
Description: The indicator will measure the number of municipalities that are satisfied with the support received from MDLF. The baseline will be updated in June 2017. 

  
 

Name: Road Map for MDLF 
as Lending Intermediary 
consulted with relevant 
stakeholders 

   Yes/No N Y 2021 

 

MDLF 

 

MDLF 

 

 
Description: A TA is supporting the development of a Road Map for MDLF's transformation into a lending intermediary for municipal borrowing. The Road Map shall be 
consulted with relevant stakeholders in a seminar or similar. 

 
  

 

Name: Municipal audit 
standard developed 

   Yes/No N Y 2021 

 

MoLG 

 

MoLG 

 

 
Description: MoLG develops standards for how external municipal audits shall be carried out 
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Name: Number of 
municipalities with yearly 
increase in revenues 
collected by the municipality 

   Number 50.00 120.00 2017, 2019, 2021 

 

MDLF Performance 
assessment based on the 
latest available data e.g. 
2014 to 2016 for the 
assessment in 2017. 

 

MDLF 

 

 
Description: The indicator will measure the number of municipalities that increase the revenues collected by the municipality from year to year. It will not cover revenues 
collected by Ministry of Finance e.g. property taxation and transportation tax. 

  
 

Name: Number of 
municipalities reporting 
enhanced capacity to engage 
with private sector for 
municipal service delivery 
and/or local economic 
development 

   Number 0.00 25.00 2019 and 2021 

 

MDLF's survey in every 
2 years to assess the 
effectiveness of its capacity 
development for 
municipalities. 

 

MDLF 

 

 
Description: The indicator will measure the number of municipalities that reports enhanced capacity to engage with the private sector for municipal service delivery 
and/or local economic development following concrete actions/TA from MDP 3.  
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Table 3: Target Values 

 

Project Development Objective Indicators 

 

 Indicator Name Baseline YR1 YR2 YR3 YR4 YR5 
End 

Target 

Number of municipalities that move up 
one rank in the performance assessment 
system 

0.00 0.00 0.00 50.00 0.00 100.00 100.00 

People provided with improved urban 
living conditions 

0.00 0.00  250000.00  500000.00 500000.00 

Female beneficiaries 0.00 0.00  125000.00  250000.00 250000.00 

Municipalities with public disclosure of 
executed budget and executed SDIP 

0.00   50.00  100.00 100.00 

Number of municipalities with operational 
and enterprise surplus and no increase in 
arrears 

40.00   60.00  80.00 80.00 

 

Intermediate Results Indicators 

 

 Indicator Name Baseline YR1 YR2 YR3 YR4 YR5 End Target 

Number of municipalities graduated to 5.00   10.00  15.00 15.00 
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 Indicator Name Baseline YR1 YR2 YR3 YR4 YR5 End Target 

category A 

Number of municipalities completing 
subprojects within each cycle 

0.00   100.00  140.00 140.00 

Number of municipalities with functional 
complaint system 

22.00   44.00  100.00 100.00 

Percentage of investments financed under 
the project inadequate technical state and 
used as intended 

0.00   60.00  80.00 80.00 

% of beneficiaries satisfied with municipal 
sub-projects executed under MDP 3 

0.00   70.00  80.00 80.00 

Percentage of municipalities satisfied with 
MDLF support 

75.00   85.00  95.00 95.00 

Road Map for MDLF as Lending 
Intermediary consulted with relevant 
stakeholders 

N      Y 

Municipal audit standard developed N     Y Y 

Number of municipalities with yearly 
increase in revenues collected by the 
municipality 

50.00      120.00 

Number of municipalities reporting 
enhanced capacity to engage with private 
sector for municipal service delivery 
and/or local economic development 

0.00      25.00 
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