2.  Occasional Contract for professionals


Letterhead of the NGO

.

OCCASIONAL COLLABORATION agreement SIGNED by NGO

IN ACCORDANCE WITH (relevant legislation)
(place and date),

Dear Sir / Madam (name of the professional).
With reference to the existing verbal agreements, we confirm the following:

1) Purpose of thIS Contract

1.1 You shall provide your professional collaboration to the Organization (name of the NGO), according to the conditions specified  hereinafter, for the project (project code) to be carried out in (foreign country);  you will specifically be in charge of: (brief description of tasks)
2) STARTING DATE AND DURATION of collaboration

2.1 The starting date of your collaboration is the….  and the end date is the …..

3) Salary and benefits

3.1 The total salary for your collaboration – based on the nature of the collaboration you provide and the fact that weekends and holidays will not be paid, that there will be no pension payments, and that you shall bear the entire risk related to the interruption of your work due to illness, for whatever cause – is Euro…… gross, before any taxation is applied, and regardless of time employed to complete the task.         

 3.2 Any travel expenses incurred for outward and return journeys at the beginning and end of the collaboration will be covered by (name of the NGO)
3.3 During your trips abroad agreed upon with (name of the NGO), the following expenses will be covered by (name of the NGO) 

-
costs incurred for the subscription of an insurance policy (details of the insurance policy), in which the maximum coverages for accidental death and for permanent invalidity from accident or generic and/or tropical illness are as follows:

–  death:……………Euro 
–  permanent invalidity: …………… Euros
· costs incurred for the subscription of an insurance policy ………………………for the refund of health care expenses incurred in the field for illness, with a 30-day extension for any medical assistance received in (European country) for illnesses contracted during service pursuant to this contract.

3.4 Payment of the final sum due will occur upon presentation to the Organization of all travel tickets and relative boarding cards, together with an acceptable final mission report.

4) MAXIMUM WORKABLE PERIOD

You state that the sum of days or the total wages owed to you according to the present contract and to other occasional collaboration contracts you may have entered into with (name of the NGO) do not exceed respectively 30 days or Euros 5.000,00.= , within a given calendar year.

5)      EARLY TERMINATION of thIS contract

The present contract can be terminated by agreement of the parts before its expiration.

6)
Disputes

Any disputes regarding the interpretation and the application of the present contract shall be deferred to an arbitration committee composed of three professionals; of whom one shall be chosen by the collaborator, one by (name of the NGO) and one, to act as president, to be chosen by agreement between the parties. If the parties do not reach an agreement on the nomination of the third member of the committee, the Court of (see relevant legislation) shall be asked to provide one. Upon reaching of an agreement by the arbitral committee, said verdict shall not be contested by either party, as stated in (see relevant legislation). All expenses incurred shall be divided equally between the parties.

Location and date
	The Consultant
	
	 (name of the NGO)

	(Name and Surname)
	
	(Name and Surname of the president)


ATTACHMENT 1  to the Occasional Collaboration Agreement between (name of the NGO)    and Mr./Mrs./Ms. ……………………. 
PROJECT 

PROJECT 

Title: …………………………………………………………………………………………………

Country and location: …………………………………

(Donor………………………………….            

Contract: ………………………………………)

Internal Code: ………………………………….

Work Program (i.e. for Project Manager)
Coordinating operations and executing activities necessary for carrying out project (Name – Project Code).
Reference Terms (below a list of typical tasks)
1. Coordination and monitoring of project activities.

2. Keeping day-to-day contact with the operational and institutional counterparts involved in carrying out the project.

3. Supervision and monitoring of the tasks and activities performed by personnel working on the project. Managing any on the job training of personnel working on the project. 

4. First drafting of project completion documents: 

· Periodic operative plans and their eventual integration and future expansion

· Intermediate and final reports and respective statements 

· Requests for variations that must be approved by Donors 

· Disclosure materials.

5. Carrying out the following responsibilities and administrative functions:

· Compiling the first monthly notes relative to the project. 

· Collecting necessary offers, in accordance with indications received from Country Coordinator. 

· Identification of economic commitments and sponsors necessary for project completion.

6. Collecting and transmitting all further information requested by the Country Coordinator, especially all data and observations necessary for writing synthetic reports.  

7. Performing other specific duties as requested by the Country Coordinator. 

Equipment

The Principal shall make available all necessary equipment for the Office in (Location and Country).

Organization and Coordination 

The direct reference person is (examples)

· The area manager.

· The human resources manager. 

· The……… manager           

Location and date
	The Consultant
	
	 (name of the NGO)

	(Name and Surname)
	
	(Name and Surname of the president)
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