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• INTRODUCTION

As the novel coronavirus continues to alter our lives in a significant manner, countries all
around the world struggle to alleviate the negative effects of the virus on a wide variety
of fields ranging from human health to tourism.

• COOPERATION AREAS

The CCR is mainly about alleviating the negative impact of the pandemic on member country
economies with a particular focus on agriculture, trade and tourism sectors.

Under the Program, the CCO will finance certain types of projects which would focus on
needs assessment, sharing expertise, providing direct grants to final beneficiaries and
matching inventors with investors.

COMCEC COVID RESPONSE PROGRAM
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• LEGAL BASIS

“The COMCEC Strategy” and “Statute and Rules of Procedures of COMCEC” which were
adopted by the 4th Extraordinary Session of the Islamic Summit held on 14-15 August 2012 in
Mecca, Saudi Arabia.

Cooperation Protocol Between the COMCEC Coordination Office and the Development and
Investment Bank of Turkey within the Framework of Financing and Monitoring is provided
under the COMCEC COVID Repsonse Program (CCR).

• PURPOSE and SCOPE

The purpose of the Contract is to define the rights, obligations and responsibilities of the
Bank and Project Owner in the efficient and timely implementation process of the projects.

The Project Owner will be awarded the grant on the terms and conditions set out in the
Contract.

FUNDAMENTAL DOCUMENT: THE CONTRACT BETWEEN THE BANK AND THE PROJECT OWNERS
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GENERAL STRUCTURE & PROCESS FLOW

The Bank and CCO are not responsible for the implementation of project activities. Responsibility for the
implementation of the project activities rests only with the PO.
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 The CCO and the Bank monitors the implementation of the Project in line with the Contract
and the Guidelines.

 The Bank performs efficient monitoring via document reviews, monitoring visits and on the
spot checks in cooperation with the CCO.

 The Bank also monitors project activities in terms of risks related to project implementation
and informs the CCO accordingly if any problem occurs during project implementation.

 The Bank provides information to the Coordination Committee about technical and financial
progress of the Project.

 The Bank is responsible for transfer of payments and monitoring of project activities during the
implementation period.

MONITORING & REPORTING

RIGHTS, OBLIGATIONS AND RESPONSIBILITIES OF THE BANK
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FINANCING THE PROJECT: THE ACCOUNT INFORMATION

• The Project Owner and the Project personnel (coordinator, trainers, experts, researchers) are responsible for
providing full, correct account information for project related payments.

• If the Project Owner opened/provided a bank account information by the time of signature of the Contract, Project 
Owner is obliged to inform the Bank about the bank account info within 30 days after the signature date.

• In case the Project Owner institution is not authorized to open/have a bank account regarding the relevant country 
legislation, an acceptable account number for the payments shall be informed to the Bank within 30 days after the 
signature date.

• The Bank cannot be claimed for the payments, if the relevant account number is not stated in the Service Contract
or it is not informed officially within the given time periods.

• The Bank cannot be claimed for any additional cost which would arise due to incorrect bank account information
provided by the Project Owner, Project Coordinator, Trainers, Experts and Researchers. Any additional cost would
be offset from the payment in question.

• The Project Owner, in any case, can not request additional financing that is not stated in the budget section of
the project fiche.



1 Project Number

2 Account Holder (Full Name)

3 Title ( Project Coordinator / Trainer / Project Owner)

4 Passport Number / Identity Number

5 Beneficiary Residence Address

6 Bank Name and Branch

7 Beneficiary Account Number

8 Beneficiary IBAN No

9 Bank SWIFT Code

10 Beneficiary's Bank USD Correspondent Name

11 Beneficiary's Bank USD Correspondent SWIFT Code*

Responsible Authority:

Name and Surname:

Title:

Signature:

* You can learn all details from your  Bank.

COMCEC COVID RESPONSE / PAYMENT DETAILS
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FINANCING THE PROJECT: THE ACCOUNT INFORMATION
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FINANCING THE PROJECT: THE ACCOUNT INFORMATION

Development 
and 

Investment 
Bank of Turkey

Correspondent 
Bank of Our 

Bank

Project Owner 
Bank

Correspondent 
Bank of PO 

Bank

1 2 3 4

If the account information of the 
PO/coordinator/trainer/expert/researcher 
is wrong, the money comes back to the 
Bank with deduction of correspondent 
bank fee.
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FINANCING THE PROJECT: REPORTING (Sharing Expertise-Training and Workshop)

Name of the report
Responsible for 

preperation
Responsible 
for signing

Presented to Frequency or when Explanation

SHARING EXPERTISE
TRAINING AND 

WORKSHOP

TURAG-207
NGATO-222
SLETO-242

Monthly Progress Report Project Coordinator PO (RA) CCO
Within one week after the 
last day of each month

Technical progress of project activities

Timesheet
Project Coordinator  

and Trainer
PO (RA) Bank

Within one week after the 
last day of each month

The Project Coordinator and the Trainer(s) shall 
prepare his/her own Timesheets that shows weekly 
tasks performed by each project personnel in the 
relevant month.

Disbursement Request 
Form (DRF) with 
Financial Progress Report 
(FR)

Project Coordinator PO (RA) Bank
Within two weeks after the 
last day of the month 
(*)

 Shows details about expenditures made during 
respective period 

 Includes separate sheets for different 
expenditures in line with the budget

 USD/Local Currency exchange rate should be 
stated in the relevant sheet

 Necessary documents ( etc.) that verify the 
expenditures will be attached to FPR

Activity Report

Project Coordinator 
in collaboration 

with the Trainer (if 
available)

PO (RA) CCO
Within two weeks after the 
last day of the month (*)

Shows the works performed during each main 
activity as well as their evaluations.

Project Completion Report

Project Coordinator 
in collaboration 

with other project 
personnel (if 

available)

PO (RA) CCO
Within two weeks after all 
project activities are
completed.

Summarizes all technical information
about the implementation of the project.

(*) if a main activity is undertaken in the respective month
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FINANCING THE PROJECT: REPORTING (Sharing Expertise-Visiting Expert)

Name of the report
Responsible for 

preperation
Responsible 
for signing

Presented to Frequency or when Explanation

VISITING EXPERT

AZEAG-203
GMBTC-233

Field Report PO (RA) PO (RA) CCO

 First section before travel to host 
country

 Second and third section after 
travel

 First section specifies the current 
situation of the selected 
sector/theme in PO country 

 Second section of the field report 
states the current situation in host 
country

 Third section will present 
recommendations and conclusions

Disbursement 
Request Form with 
Statement of 
Expenditures (SOE)

Visiting Expert PO (RA) Bank

 First DRF as an annex of first 
section of the field report

 The PO can request 60% of the 
total budget after CCO approve 
the first section of the field report

 Final DRF will be submitted by PO 
once CCO approves second and 
third sections of the field report

 DRF shows details about 
expenditures made during 
respective period 

 It includes certain sections for 
information regarding different 
expenditures in line with
the project budget.

 Necessary documents ( etc.) verify 
ing the expenditures will be 
attached to DRF.
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FINANCING THE PROJECT: REPORTING (Direct Grant)

Name of the report
Responsible for 

preperation
Responsible for 

signing Presented to Frequency or when Explanation

DIRECT 
GRANT

BENAG-204
SENTR-229

First Disbursement 
Request Form with 
Statement of 
Expenditures (SOE)

Contact Person PO (RA) Bank After CCO selects the vendor

 First DRF is prepared for the 40%
of the total payment for the 
machinery equipment or service

 Selected proforma invoice
of the vendor will be attached to 
the DRF.

Final Disbursement 
Request Form with 
Statement of 
Expenditures (SOE)

Contact Person PO (RA) Bank
After the respective machinery 
equipment is delivered or service
in question is provided

 Final DRF is prepared for the 
60% of the total payment

 Original invoice, delivery 
pictures, delivery receipt form 
will be attached to the DRF
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FINANCING THE PROJECT: TIMESHEETS

• PO submits Timesheet(s) of the Researcher (Needs Assessment); Project Coordinator and the
Trainer(s) (Sharing Expertise-Training and Workshop) within one week after the last day of each
month during the project implementation period.

• The Researcher, Project Coordinator and the Trainer(s) shall prepare their own Timesheets which
must be approved (checked and signed) by the Responsible Authority.

• Timesheets provide a basis for payments to project personnel and show the weekly tasks
performed by each project personnel in the relevant month. The number of days worked,
location, detailed description of tasks, linkage with the activities and per diems of the project
personnel must be stated in timesheets by considering the relevant budget items.

• Timesheets should be prepared in accordance with the relevant Monthly Progress Report and
Activity Report (if available) or Draft of the Needs Assessment.
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FINANCING THE PROJECT: Disbursement Request Form (DRF) with SOE

• DRF is the document that shows details about expenditures made during respective period. It
includes certain sections for information regarding different expenditures in line with the project
budget.

• PO submits two Disbursement Request Forms after sections of the field report are approved by
the CCO. PO submits first DRF as an annex of first section of the field report.

• The PO can request 60% of the total budget after CCO approve the first section, list of institutions
list of interviewees and questionnaire.

• Final DRF will be submitted by PO once CCO approves second and third sections of the field report
DRF shall be prepared by Expert and approved (checked and signed) by Responsible Authority.

• Necessary documents ( etc.) verifying the expenditures will be attached to DRF.

Sharing Expertise Projects-Visiting Expert
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FINANCING THE PROJECT: Disbursement Request Form (DRF)

First Disbursement Request Form

• PO submits first DRF, after CCO selects the vendor. First DRF is prepared for the 40% of the total
payment for the machinery equipment or service. Selected proforma invoice of the vendor will be
attached to the DRF.

Final Disbursement Request Form

• PO submits final DRF, after the respective machinery equipment is delivered or service in question
is provided Final DRF is prepared for the 60% of the total payment.

• Original invoice, delivery pictures, delivery receipt form will be attached to the DRF

• DRF shall be prepared by contact person and approved (checked and signed) by Responsible
Authority.

Direct Grant
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FINANCING THE PROJECT: FINANCIAL PROGRESS REPORTS 

• Financial Progress Report is the document that shows details about expenditures made during
respective period. Financial Progress Report includes separate sheets for providing information
regarding different expenditures in line with the project budget.

• All expenditures should be stated in the relevant sheet using the USD/Local Currency exchange
rate at the date of transaction. Necessary documents (invoices, etc.) that verify the expenditures
will be attached to Financial Progress Report.

• PO submits a Financial Progress Report within two weeks after the last day of the month if a main
activity is undertaken in the respective month.

• Financial Progress Report shall be prepared by Project Coordinator and approved (checked and
signed) by Responsible Authority.

Sharing Expertise-Training and Workshop
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Addendum Form

 PO submits an Addendum Form to request a change on the basics (work plan, activities, and
transfer among budget items over 500 USD etc.) of the project.

 However, the PO cannot make a transfer from other budget items to human resources item
under any circumstances.

 The Addendum Form, must be submitted at least one month before the respective activity is
implemented.

 Addendum Form is subject to approval of the CCO.

Notification Form
 PO submits a Notification Form for transfers between budget items up to 500 USD. The Form

must be signed by the Contact Person and sent to the Bank.

16

ADDENDUM PROCEDURE AND NOTIFICATION PROCESS
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 Responsible Authority shall initiate the addendum procedure if it wants to change the basics
(work plan, activities, transfer between budget items etc.) of the project.

 He/she must fill the Addendum Form and convey it to CCO and the Bank for evaluation of the
request.

 The PO cannot transfer funds from other budget items to human resources budget item.

 The Incidentals budget item can only be used upon the approval of the CCO and the Bank via
addendum procedure.

 The addendum request must be justified by rational explanations in order to be approved and
it must be submitted to the CCO and the Bank at least a month before the respective activity.
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ADDENDUM PROCEDURE AND THE USE OF INCIDENTIALS BUDGET ITEM
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TIMESHEET TEMPLATE

TIMESHEETS

TIMESHEET

Project Title: Name :

CCR Project Number: Month: Year: 

Date
Number 

of Days 

Worked

Per Diems (USD) Location
Detailed Description of 

Tasks

Name of the related 

Activity

First

Week

Second

Week

Third

Week

Fourth Week

Total

Responsible Authority Researcher/Project Coordinator/Trainer 

Name :  Name :  

Title:  Title:  

Signature: Signature: 

Date: Date: 

 

Maximum total of 
22 days 

per month !
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TIMESHEET Example

TIMESHEETS
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DISBURSEMENT REQUEST FORM TEMPLATE AND STATEMENT OF EXPENDITURES

DRF TEMPLATE -1
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DRF TEMPLATE-2

DISBURSEMENT REQUEST FORM TEMPLATE AND STATEMENT OF EXPENDITURES

Excel fills out 
automatically
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SOE TEMPLATE - 1

DISBURSEMENT REQUEST FORM TEMPLATE AND STATEMENT OF EXPENDITURES

This is the 
second sheet of 
the DRF Excel
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SOE TEMPLATE - 2

DISBURSEMENT REQUEST FORM TEMPLATE AND STATEMENT OF EXPENDITURES

This is the 
second sheet of 
the DRF Excel
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DRF - PART I

DISBURSEMENT REQUEST FORM TEMPLATE AND STATEMENT OF EXPENDITURES

Example from
previous years



24
COMCEC

COORDINATION

OFFICE

DRF - PART II

DISBURSEMENT REQUEST FORM TEMPLATE AND STATEMENT OF EXPENDITURES

Wet inked

Automatically 
filled part
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FPR COVER

FINANCIAL PROGRESS REPORT
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HUMAN RESOURCES

FINANCIAL PROGRESS REPORT
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HUMAN RESOURCES - Example

FINANCIAL PROGRESS REPORT
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TRAINING

FINANCIAL PROGRESS REPORT

Annex 

No.
Description of Expenses

Staff/Consultant/Supplier/Se

rvice Provider Name

Document Date

(DD/MM/YY)

Document Type

(Timesheet, invoice, 

voucher etc.)

Document No
Unit Cost 

(USD)

Number Of 

Units

COMCEC funding

(Local Currency-…..)

Owner's contribution 

(Local Currency-…..)

Total Amount 

(Local Currency-…..)

Exchange Rate 

(USD/LC)

COMCEC funding

(USD)

Owner's contribution 

(USD)

Total Amount 

(USD)

5 TRAINING STUDY

5.1. Meeting Hall Rent

5.1.1. Meeting Hall Rent

1

5.2. Transportation/Boarding-Lodging

5.2.1. Boarding and lodging of the participants 

(for foreign participants)

1

5.2.2. Boarding and lodging of the participants 

(for local participants)

1

5.2.3. Local Transportation

1

5.2.4. Airfare ( for foreign participants)

1

5.2.5. Airfare (for local participants)

1

5.3.Visibility and Other Material

5.3.1. Banner

5.3.2. Stationary

5.3.3. Interpretation

5.3.4. Speaker's Honorarium

5.3.5. Other (please specify)

TRAINING SUB-TOTAL
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TRAINING - Example

FINANCIAL PROGRESS REPORT
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INCIDENTALS

FINANCIAL PROGRESS REPORT
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ADDENDUM FORM

ADDENDUM FORM
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ADDENDUM FORM
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NOTIFICATION FORM

NOTIFICATION FORM
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NOTIFICATION FORM

NOTIFICATION FORM
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PAYMENT CONTROL FORM



37
COMCEC

COORDINATION

OFFICE

REVISED BUDGET
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Documents that form basis for the payments/make significant changes in the Project are
required to be delievered to the Bank in hard copy.

1. The Contract

2. DRF and Statement of Expenditures (Necessary documents ( etc.) that verify the 
expenditures will be attached to Disbursement Request Form.)

3. DRF and Financial Progress Reports (Financial Progress Report and it’s annexes
(Report+Annexes+verifying expenditure documents-invoices, airfare tickest etc.)

4. Timesheets

5. Addendum Form (if applicable)

6. Notification Form (if applicable)

REPORTS/DOCUMENTS REQUIRED TO BE DELIVERED IN HARD COPY
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aysegul.cerci@kalkinma.com.tr
sedat.ece@kalkinma.com.tr
caner.kar@kalkinma.com.tr

dilek.soykuvvet@kalkinma.com.tr
eren.dusgun@kalkınma.com.tr
naz.karabagli@kalkinma.com.tr

bankcpf@kalkinma.com.tr
cpf@comcec.org
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