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SERVICE CONTRACT – ANNEX
(Individual expertise service as part of a cooperation project)	
	

	
	CONTRACT FOR THE PROVISION OF INDIVIDUAL EXPERTISE SERVICES AS PART OF AN INTERNATIONAL COOPERATION PROJECT

	
	

	
	Number : 24-EI8557

	

	
	[bookmark: _Toc392669627]OBJECT OF THE INDIVIDUAL EXPERTISE MISSION:
Provision of consultancy services as a Gender Expert

	


	NOTIFICATION DATE:		



 
		
This contract is subject to the French Code of Public Procurement (CPP) in its latest version in force as enacted by Order No. 2018-1074 of 26 November 2018 (legislative section) and Decree No. 2018-1075 of 3 December 2018 (regulatory section) of the CPP.
The tender is carried out according to the procedure without prior competitive bidding or publication in application of Articles L. 2122-1 and R. 2122-1 to R. 2122-9 of the CPP.







This document constitutes an individual expertise contract concluded intuitu personae:
	
	INDIVIDUAL EXPERT IN CHARGE OF THE MISSION: XXX	Comment by Guillaume GREENHILL: Please complete all the parts in yellow
(Hereinafter referred to as the “DESIGNATED EXPERT”)


Between:
	EXPERTISE FRANCE SAS 
(Hereinafter referred to as “EXPERTISE FRANCE”)

40, Boulevard de Port-Royal, 75005 PARIS, France
A simplified joint-stock company with share capital of €828,933 registered under the following numbers:
· SIRET no.: 808 734 792 00035
· Intra-community VAT number: FR36 808734792

Represented by Mr Jérémie PELLET, Chief Executive Officer,
of the first part,



and:
	XXX
(Hereinafter referred to as the “CONTRACTOR”)

Represented by: 	

· Address of head office:
· Registration number in the Trade and Companies Register:
· Intra-Community VAT number (if applicable): 
of the other part,



(Hereinafter referred to collectively as the “PARTIES”,)

	

Whereas:
This Service Contract is part of the cooperation project hereinafter referred to as the “MAIN CONTRACT(donor contract) signed on 20/12/2022 between DG INTPA, Expertise France, ENABEL, GIZ & SAIDC, covering “IYBA-SEED: Investing in Young Businesses in Africa - Supporting Entrepreneurship Ecosystem Development “, EXPERTISE FRANCE asks the CONTRACTOR, which accepts the same, to perform the services and deliver the services under the CONTRACT as set out in the attached technical annex entitled “Specifications”.

Accordingly, it has been agreed as follows:



TABLE OF CONTENTS

I.	SPECIAL CONDITIONS	6
I.1	OBJECT OF THE INDIVIDUAL EXPERTISE SERVICE CONTRACT	6
Object of the contract	6
Form of the contract	6
I.3	DURATION OF THE CONTRACT AND ENTRY INTO FORCE	6
I.4	FINANCIAL PROVISIONS	7
Contract amount	7
Ancillary costs directly covered by Expertise France	7
Advances	7
Interim payments	8
Bank transfer	8
I.5	SPECIFIC IMPLEMENTATION PROCEDURES	8
Verification operations	8
Place of performance	9
Point of contact and communication	9
Supply of documents	9
Table of Deliverables	9
I.6	REVIEW CLAUSE	10
I.7	PROVISION OF SIMILAR SERVICES	10
I.8	FINAL PROVISIONS	10
Declaration	10
Signatures of the Parties	12
II.	GENERAL CONDITIONS	13
II.1	UNDERTAKINGS OF THE CONTRACTOR VIS-À-VIS THE DESIGNATED EXPERT	13
II.2	CHARACTERISTICS OF THE INDIVIDUAL EXPERTISE MISSION	14
Designated Expert responsible for carrying out the mission	14
Contractual documents and terms of the agreement	14
Definition of services and performance obligation	14
Functional coordination relationship	14
II.3	DURATION OF THE CONTRACT	15
Entry into force of the contract	15
Counting the duration of the contract	15
Contract renewal procedures	15
II.4	PROCEDURES FOR ISSUING PURCHASE ORDERS	15
II.5	FINANCIAL PERFORMANCE OF THE CONTRACT	15
Form of prices	15
Interim payments	15
Balance	16
Billing	16
Payment deadlines and default interest	16
Taxes and duties	17
Methods of calculating per diems - daily allowances	17
II.6	VERIFICATION OPERATIONS AND RECEPTION OF SERVICES	17
Service verification operations	17
Reception	17
Postponement	17
Reductions	18
Rejection	18
II.7	INTELLECTUAL PROPERTY	18
Definitions	18
Ownership of results	18
Exploitation of results	19
Licence for Existing Rights	19
Guarantees	19
Image rights	19
II.8	MANAGEMENT OF PERSONAL DATA	20
Provisions applicable in the event of a direct contract agreement with the Designated Expert	20
Applicable provisions in the event of a contract agreement with a company to which the Designated Expert is affiliated	20
II.9	CONFIDENTIALITY	21
II.10	INSURANCE AND LIABILITY	21
II.11	SAFETY, SECURITY, RISK PREVENTION AND ETHICS	22
II.12	FORCE MAJEURE	22
II.13	SUSPENSION OF PERFORMANCE OF THE CONTRACT	23
Suspension by either PARTY to the contract	23
Suspension by Expertise France	23
II.14	TERMINATION OF THE CONTRACT	23
Termination by Expertise France	23
Termination by the Contractor	23
Continuity of service	24
Effects of termination	24
II.15	LANGUAGE OF THE CONTRACT	24
II.16	SETTLEMENT OF DISPUTES – APPLICABLE FRENCH LAW	24
Annex 1: Description of the individual expert service	25
Annex 2: Time sheet	26
Annex 3: CV OF THE DESIGNATED EXPERT	27
Annex 4: tRAVEL POLICY	28
Annex 5: Per Diems	29

[image: ]

[image: ]
SERVICE CONTRACT – TABLE OF CONTENTS
(Individual expertise service as part of a cooperation project)	
	


	
DAJ_M013ENG_v09	Page 1 of 29
July 2022

Expertise France 
SIRET : 808 734 792 00035
40, Boulevard de Port-Royal - 75005 Paris – France
	
	Page 21 of 29
I. [bookmark: _Toc181693759]SPECIAL CONDITIONS
I.1 [bookmark: _Toc181693760]OBJECT OF THE INDIVIDUAL EXPERTISE SERVICE CONTRACT
[bookmark: _Toc181693761]Object of the contract
The object of the present service CONTRACT (hereinafter referred to as the “CONTRACT”) is the implementation of a mission carried out by a designated individual expert concerning “Provision of consultancy services as a Gender Expert” which forms part of the cooperation project “Investing in Young Business in Africa- Supporting Entrepreneurial Ecosystems Development” (hereinafter referred to as the “MAIN CONTRACT”) 
[bookmark: _Toc181693762]Form of the contract
[bookmark: _Ref464032396]The CONTRACT consists of a single item or several items forming an inseparable and indivisible whole.
I.2 CONTRACTUAL DOCUMENTS
This CONTRACT consists of the contractual documents listed below, in decreasing order of precedence:
1. The present document and its annexes:
a. Annex 1 (attached): Description of the individual expertise mission;
b. Annex 2 (attached): Time sheet template;
c. Annex 3 (attached): Expert’s CV;
d. Annex 4 MG_IM002_ENG_v04_Travel Policy
e. Annex 5 Current perdiem rate 
f. Expertise France’s Code of Conduct (internet link below:
https://www.expertisefrance.fr/documents/20182/426622/Expertise+France+%E2%80%93+Code+of+conduct/82cf6060-4768-4b25-8817-ccba1d86e568)

2. Contractor’s offer dated XX/XX/XXXXX

These documents constitute the entire agreement between the PARTIES relating to the present CONTRACT. They supersede all communications, procedures, agreements, commitments, guarantees or arrangements, both oral and written, relating to its subject matter and facts, by a PARTY or on its behalf, with regard to the other PARTY, which may have occurred before the notification date of the present contract. These documents are acknowledged by the Parties as being the sole, comprehensive exposition of the terms of their agreement.
Without prejudice to the general rules applicable to administrative contracts, any change in the Contract or any waiver of a right resulting from the Contract shall be covered by an addendum duly signed by an officially authorized representative of each Party.
I.3 [bookmark: _Toc392669632][bookmark: _Toc181693763]DURATION OF THE CONTRACT AND ENTRY INTO FORCE
The duration of the CONTRACT is 18 months starting from date of notification to the CONTRACTOR by EXPERTISE FRANCE.
[bookmark: _Toc499545804]The CONTRACT will end upon complete and full performance of the CONTRACTOR’s services and the extinguishment of the rights and obligations of each party arising from the CONTRACT. If all or some of the services are not carried out within the specified deadline, the CONTRACTOR shall immediately take all necessary steps to make up the delay and may not claim any compensation on these grounds. 
I.4 [bookmark: _Toc181693764]FINANCIAL PROVISIONS
[bookmark: _Toc392669634][bookmark: _Toc181693765]Contract amount
This CONTRACT is concluded at unit prices. The CONTRACT amount corresponds to the prices shown on the unit price schedule below for to the quantities actually performed.
The unit prices below include all costs and charges (including any taxes of any kind) to which the CO-CONTRACTOR is subject under this agreement, with the exception of the reimbursable costs detailed below. The reimbursable costs and ancillary costs covered by EXPERTISE FRANCE defined below are the only expenses covered by EXPERTISE FRANCE under this CONTRACT in addition to the expert services.

	Ref.
	Name of the service
	Units
	Unit price in € (excluding VAT)
	Applicable VAT (rate: XX %)

	P1
	Daily fee of the DESIGNATED EXPERT
	XX
	XX
	XX

	P2
	Other
	
	
	

	P3
	Other
		Comment by Haoudjati OUSSOUFA: To be completed by the co-contractor.
	
	










[bookmark: _Toc181693766]
Ancillary costs directly covered by Expertise France
EXPERTISE FRANCE will be directly responsible for the following expenses:
· Air travel costs (according to the Expertise France travel policy – Annex 4 to this contract);
· Perdiem (according to the Expertise France travel policy and the applicable per diem rates – Annex 4 & 5 to this contract);
· Visa costs
[bookmark: _Toc181693767][bookmark: _Toc392669637]Advances
No advance is granted



[bookmark: _Toc181693768]Interim payments
Interim payments may be made to the CONTRACTOR after reception and acceptance of the deliverables described in the table below.
The total amount of interim payments must not exceed 80% of the amount of the CONTRACT.

	Interim Payment Amount 
	Payment Date 

	XX% of the contract’s maximum amount 
 
	XXX
 


	XX% of the contract’s maximum amount 
 
	
XXX
 


	XX% of the contract’s maximum amount 
 
	
 
XXX


	XX% of the contract’s maximum amount 	Comment by Guillaume GREENHILL: Please draft an interim payment calendar that would suits you
 
	
 
XXX



Final Payment

	Final Payment: 
	

	 
 
20% of contract’s maximum amount
 
	Receipt and validation of all the deliverables described in the deliverables table in the Chapter I.5



[bookmark: _Toc181693769][bookmark: _Toc344300189]Bank transfer
For the CONTRACTOR
The payment for the invoiced services shall be made to the CONTRACTOR’s bank account, identified as follows:
	Bank code
	Sort code
	Account number

	To be filled in by the CONTRACTOR
	To be filled in by the CONTRACTOR
	To be filled in by the CONTRACTOR


IBAN: To be filled in by the CONTRACTOR
BIC: To be filled in by the CONTRACTOR


I.5 [bookmark: _Ref464060028][bookmark: _Ref464060036][bookmark: _Ref464060045][bookmark: _Toc181693770][bookmark: _Hlk75426559]SPECIFIC IMPLEMENTATION PROCEDURES
[bookmark: _Toc390691469][bookmark: _Toc392669640][bookmark: _Toc181693771]Verification operations
Service verification operations are carried out in accordance with the provisions of the general conditions of the present CONTRACT. 
These are carried out by:
· the Project Officer: Thomas ROCCO (acting Project Officer)
· the Project Director: Cvijeta Jekic
[bookmark: _Toc392669644][bookmark: _Toc181693772][bookmark: _Toc392669650]Place of performance
The DESIGNATED EXPERT may have to go to Benin, Kenya, South Africa, Senegal, Togo and Belgium.
[bookmark: _Ref464060009][bookmark: _Toc181693773]Point of contact and communication
Any notice or communication between the PARTIES under the terms of the CONTRACT must be in written form, either by exchange of email or by registered letter with acknowledgement of receipt (this second form being stipulated in certain cases by the CONTRACT), and will be deemed valid from the time it is received by the recipient. 
All correspondence shall be sent to the following addresses, with all delivery charges fully paid:
	For EXPERTISE FRANCE:
	EXPERTISE FRANCE 
Thomas Rocco
Sustainable Economy and Inclusion Department (EDI)
40 boulevard de Port-Royal 
75005 Paris - France 

	For the CONTRACTOR:
	To be filled in by the CONTRACTOR


Each PARTY may modify its address at any time, while informing the other PARTY in writing of the change.
[bookmark: _Toc181693774][bookmark: _Toc392669643]Supply of documents 
EXPERTISE FRANCE shall ensure that the DESIGNATED EXPERT receives the documents (described below) necessary to carry out the services in a timely manner:
· Country Action Plans for Benin, Kenya, South Africa, Senegal and Togo
· IYBA-SEED Gender Strategy 
· Specifications of the MAIN CONTRACT
[bookmark: _Toc181693775]Table of Deliverables
	Item
	
	Deliverables
	Timeline

	1
	Phase 1
	Meetings with PMU and understanding IYBA SEED Project
	January 2025

	2
	Phase 2
	Work meetings with each CT
	January – February 2025

	3
	
	5 Gender work plans specific for each country
	

	4
	Phase 3
	Support for country teams (Benin, Kenya, Senegal, South Africa, and Togo) to integrate gender considerations into CAP implementation, including TOC and gender planning support: documents prepared 
	March 2025- May 2026

	5
	
	Summaries of online support meetings, including key discussion and action points.
	

	6
	
	Guidelines and checklists to be annexed to service providers and partnership contracts to ensure the respect and integration of gender dimensions
	

	7
	
	Preparation for gender training sessions with Benin, Senegal, and Togo, Kenya and SA country teams: agenda and training material
	

	8
	
	Gender training sessions in Benin, Kenya, Senegal, South Africa and Togo: list of participants
	

	9
	Phase 4
	Final report summarizing the mission outcomes and recommendations
	June 2026



I.6 [bookmark: _Toc181693776]REVIEW CLAUSE
In application of Articles R.2194-1 et seq. of the French Code of Public Procurement, Expertise France may modify the provisions of this contract under the following conditions: 
· Updates to technical elements (specifications about deliverables, changes to instructions, etc.).

The Contractor shall be notified of these changes: by simple exchange of letter via the secure platform or by any means set by Expertise France that guarantee the traceability of the exchanges.
I.7 [bookmark: _Toc181693777]PROVISION OF SIMILAR SERVICES
In application of Article R.2122-7 of the French Code of Public Procurement, the Contractor may be allocated a contract for the provision of similar services without prior advertisement or a competitive tender process.
I.8 [bookmark: _Toc181693778]FINAL PROVISIONS
[bookmark: _Toc392669654][bookmark: _Toc181693779]Declaration
The CONTRACTOR declares that it:
· agrees that the performance of the mission required under the present CONTRACT constitutes a provision of services implying no subordinate relationship with the DESIGNATED EXPERT and that consequently the present CONTRACT does not constitute and is not intended to constitute an employment contract.
· subscribes to and will comply with all the contractual documents defined in §I.2.
· accepts, if applicable, the notification of the contract, according to the usual procedures, in dematerialized form.
Under penalty of automatic termination of the CONTRACT with no entitlement to compensation, the CONTRACTOR declares that:
· neither it nor the Designated Expert falls within the scope of the prohibitions arising from Articles 2141-1 to L 2141-5 and L. 2141-7 to L. 2141-11 et seq. of The French Code of Public Procurement or an equivalent prohibition imposed in another country;
· the commitments made in connection with the present contract do not place either it or the DESIGNATED EXPERT in a position of conflict of interest which might impact the performance of the contract;
· neither it nor the DESIGNATED EXPERT has committed any act that might influence the implementation of the PROJECT to the detriment of the BENEFICIARY, and in particular no agreement has been reached or will be reached;
· the negotiation, award and performance of the CONTRACT have not resulted in and will not result in an act of corruption as defined by the United Nations Convention Against Corruption of 31 October 2003.

Furthermore, the CONTRACTOR, its affiliates, suppliers, contractors, consultants and subcontractors (including directors, employees and agents of such entities) certify that: 

· they do not acquire and don't supply/will not acquire or supply equipment and do not intervene/will not intervene in sectors under embargo by the United Nations, the European Union or France. For information, the list can be found at: https://www.sanctionsmap.eu ;
· they are not included in the lists of financial sanctions adopted by the United Nations, the European Union, France and/or the United States, notably in the fight against the financing of terrorism and against attacks on national peace and security. For information, the lists can be consulted at the references below:
· for the United Nations, the United Nations Security Council sanctions lists: https://www.un.org/sc/suborg/fr/sanctions/un-sc-consolidated-list,
· for the European Union, the lists can be consulted at the following address: https://www.sanctionsmap.eu,
· for France, see: http://www.tresor.economie.gouv.fr/4248_Dispositif-National-de-Gel-Terroriste,
· for the United States, see: https://home.treasury.gov/policy-issues/financial-sanctions/sanctions-programs-and-country-information;
· they are not subject to a World Bank exclusion order and are not on the list published by the World Bank. For information, the list can be consulted at the following address: https://www.worldbank.org/en/projects-operations/procurement/debarred-firms 
In the hypothesis of such a decision of exclusion, we can join to the present declaration on honor the additional information which would allow to consider that this decision of exclusion is not relevant within the framework of the market.

The CONTRACTOR, its affiliates, suppliers, contractors, consultants and subcontractors (including directors, employees and agents of such entities) acknowledge and accept that the above-mentioned situations may lead to the automatic termination of the CONTRACT.

They undertake to inform Expertise France without delay of any change in our situation during the execution of the CONTRACT with regard to the present declaration.






[bookmark: _Toc181693780]Signatures of the Parties
	FOR THE CONTRACTOR:
Handwritten words “Read and approved”: 
Done in.....………....….., on...…….....20.... 	Signature[footnoteRef:2]:	 [2:  Date and original signature of a person authorised to make a legal commitment on behalf of the CONTRACTOR.] 

First Name/Surname of signatory: 
Position: 


	FOR EXPERTISE FRANCE:
Done in.....………....….., on...…….....20.... 	Signature:	
First Name/Surname of signatory: 
Position: 



Drawn up in a single original copy kept by EXPERTISE FRANCE.
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SERVICE CONTRACT – SPECIAL CONDITIONS
(Individual expertise service as part of a cooperation project)	
	


II. [bookmark: _Toc536531698][bookmark: _Toc181693781]GENERAL CONDITIONS
II.1 [bookmark: _Toc536531699][bookmark: _Toc181693782]UNDERTAKINGS OF THE CONTRACTOR VIS-À-VIS THE DESIGNATED EXPERT
As part of the performance of the CONTRACT, the CONTRACTOR undertakes to ensure that the DESIGNATED EXPERT:
· makes himself/herself available throughout the duration of the CONTRACT, as set out in the special provisions; 
· complies with the terms of reference and carries out the services expected under the present CONTRACT in a diligent, efficient and cost-effective manner and in compliance with generally accepted techniques and practices;
· uses appropriate modern techniques and safe and effective processes to meet his/her performance obligation. Should the resources implemented by the DESIGNATED EXPERT not be suited to the performance of the services, EXPERTISE FRANCE shall be entitled to request that they be modified;
· immediately informs EXPERTISE FRANCE in writing of any communication or instruction received from the CLIENT or a third party relating to the services; the DESIGNATED EXPERT shall comply with any such communication or instruction only after consultation with EXPERTISE FRANCE and after having received its written approval;
· reports any difficulty, of any nature, which he/she may encounter in the fulfilment of his/her obligations under the terms of the CONTRACT;
· complies with the laws and regulations in force in the country where the services are carried out and upholds an attitude and conduct towards third parties in accordance with the interests of Expertise France, to ensure that Expertise France will not be held liable in this regard by the BENEFICIARY or any other party appointed by it;
· presents itself to the BENEFICIARY, partners and local authorities as a member of the team of experts mandated by EXPERTISE FRANCE, protects the best interests of EXPERTISE FRANCE vis-à-vis the BENEFICIARY, and acts in general as a faithful advisor to EXPERTISE FRANCE;
· undertakes to comply with the health and safety recommendations and guidelines in the Safety Guide appended to this CONTRACT and complies with any recommendations and guidelines which may be communicated by EXPERTISE FRANCE when necessary. Before going on a mission in a sensitive area in the course of the performance of the present CONTRACT, the DESIGNATED EXPERT must in particular:
· obtain a mission order signed by the Expertise France Safety Department, together with a safety sheet;
· register with the “Fil d’Ariane” tracking scheme set up by the French Ministry of Europe and Foreign Affairs;
· submit a professional identity sheet to the Expertise France Safety Department;
· applies EXPERTISE FRANCE’s commitments as expressed in its Ethical Charter attached to this Contract.


II.2 [bookmark: _Toc536531700][bookmark: _Toc181693783]CHARACTERISTICS OF THE INDIVIDUAL EXPERTISE MISSION
[bookmark: _Toc536531701][bookmark: _Toc181693784]Designated Expert responsible for carrying out the mission
This CONTRACT is concluded intuitu personae following the selection of the DESIGNATED EXPERT. The expertise mission shall be carried out by the DESIGNATED EXPERT whose CV is appended to the present CONTRACT.
Consequently, the CONTRACTOR may not subcontract, assign or transfer all or part of its rights and obligations under the present CONTRACT to a third party.
In accordance with Article II.1., the conclusion of the present CONTRACT between EXPERTISE FRANCE and the CONTRACTOR constitutes a commitment that the DESIGNATED EXPERT will be available for the whole period of implementation. Unavailability of the DESIGNATED EXPERT constitutes grounds for termination for breach of contract under the conditions defined in Article II. 14 of the general conditions.
[bookmark: _Toc536531702][bookmark: _Toc181693785]Contractual documents and terms of the agreement
The contractual documents named in Article 1.2 of the special conditions constitute the entire agreement between the PARTIES relating to the CONTRACT. They supersede all communications, procedures, agreements, commitments, guarantees or arrangements, both oral and written, relating to its subject matter and facts, by a PARTY or on its behalf, with regard to the other PARTY, which may have occurred prior to its entry into force. These contractual documents are acknowledged by the PARTIES to be the sole and comprehensive exposition of the terms of their agreement.
Without prejudice to the general rules applicable to administrative contracts, any change in the CONTRACT or any waiver of a right resulting from the CONTRACT shall be covered by an addendum duly signed by an officially authorised representative of each PARTY.
[bookmark: _Toc536531703][bookmark: _Toc181693786]Definition of services and performance obligation
The CONTRACTOR is subject to a performance obligation regarding the performance of all the services due under the present CONTRACT, defined in particular in Annex 1 “Description of the individual expertise mission”, and specified again if necessary by each purchase order. 
Except in the event of termination by one or the other of the PARTIES, the CONTRACT will end upon complete and full performance of the services by the DESIGNATED EXPERT and extinguishment of the rights and obligations of each PARTY resulting from the CONTRACT. 
If all or some of the services are not carried out within the specified deadlines stated in Article I.5 of the special conditions of the Contract, the CONTRACTOR and the DESIGNATED EXPERT shall immediately take all necessary steps to make up the delay, without being able to claim any remuneration on these grounds.
[bookmark: _Toc536531704][bookmark: _Toc181693787]Functional coordination relationship
The expertise mission entrusted to the DESIGNATED EXPERT under the present CONTRACT is part of a cooperation project implemented by EXPERTISE FRANCE. Consequently, the DESIGNATED EXPERT shall comply with the organisational, logistical and functional instructions given by EXPERTISE FRANCE in order to usefully ensure that his/her intervention fits in with the context of the project. 
The DESIGNATED EXPERT reports directly on his/her mission to the EXPERTISE FRANCE contact point named in the special conditions of the CONTRACT.


II.3 [bookmark: _Toc536531705][bookmark: _Toc181693788]DURATION OF THE CONTRACT
[bookmark: _Toc536531706][bookmark: _Toc181693789]Entry into force of the contract
Unless otherwise specified in the special conditions, the CONTRACT shall enter into force upon its notification to the CONTRACTOR following its signature by the PARTIES. The services due under the CONTRACT shall not commence prior to its entry into force.
[bookmark: _Toc536531707][bookmark: _Toc181693790]Counting the duration of the contract
Unless otherwise specified in the special conditions, the time periods and durations set out in the CONTRACT are expressed in business days, weeks or calendar months.
[bookmark: _Toc536531708][bookmark: _Toc181693791]Contract renewal procedures
If the specific clauses provide for the renewal of the CONTRACT, this occurs tacitly. 
EXPERTISE FRANCE reserves the right not to renew a period of validity. In the event of non-renewal, EXPERTISE FRANCE shall notify its decision no later than two months prior to the end of the current period of validity by registered letter with acknowledgement of receipt. Non-renewal of a period of validity of the CONTRACT will not lead to any entitlement to compensation for the CONTRACTOR or the DESIGNATED EXPERT.
II.4 [bookmark: _Toc536531709][bookmark: _Toc181693792]PROCEDURES FOR ISSUING PURCHASE ORDERS
If the specific clauses provide for this, purchase orders shall be issued by EXPERTISE FRANCE based on its needs arising in connection with the MAIN CONTRACT and shall be notified by email to the CONTRACTOR and to the DESIGNATED EXPERT.
Purchase orders shall include:
· The reference of the CONTRACT and the MAIN CONTRACT,
· The name of the expertise mission requested,
· The amount and breakdown of the purchase order (quantity ordered x unit price),
· The place of performance of the expertise mission,
· The period of performance of the expertise mission.
II.5 [bookmark: _Toc536531710][bookmark: _Toc181693793]FINANCIAL PERFORMANCE OF THE CONTRACT
[bookmark: _Toc536531711][bookmark: _Toc181693794]Form of prices
Prices are firm and may not be revised.
[bookmark: _Toc536531712][bookmark: _Toc181693795]Interim payments
Interim payments may be made to the Contractor in accordance with the periodicity set out in the special conditions of the CONTRACT. 
The total amount of the interim payments shall not exceed the value of the services provided by the DESIGNATED EXPERT and validated by EXPERTISE FRANCE.
Unless otherwise stated in the special conditions of the CONTRACT, the total amount of interim payments made must not exceed 90% of the flat-rate amount of the CONTRACT or, where appropriate, the relevant purchase order.
An interim payment itself does not constitute proof of reception, even partial, and does not relieve the CONTRACTOR of its obligations under the CONTRACT and the relevant purchase order.
[bookmark: _Toc536531713][bookmark: _Toc181693796]Balance
The CONTRACT or, where appropriate, each purchase order issued under the CONTRACT, gives rise to a final payment corresponding to the balance. This is made after the receipt and final validation of all the corresponding services.
[bookmark: _Toc536531714][bookmark: _Toc181693797]Billing
Invoices pertaining to the Contract include, in addition to the legal notices (registration number in the Registry of Companies, intra-community VAT number), the following information:
· The Contractor’s official name, address and registered office,
· The registration number in the Trade and Companies Register (SIRET or equivalent), 
· The bank details,
· The service code corresponding to the ordering department (indicated in Article I.5  SPECIFIC IMPLEMENTATION PROCEDURES - § Point of contact and communication),

	DEPARTEMENTS - DO
	CODE SERVICE
	DEPARTEMENTS DFT + DG
	CODE SERVICE

	Human Capital and Social Development
	CHDS
	Financial Affairs                               
	AFFG

	Sustainable Developmen
	DDU
	General Resources – Ops.              
	MGFG

	Democratic Governance and Human Rights
	GDDH
	General Resources – Invest.      
	MGINV

	Economic and Financial Governance     
	GEFI
	Human Resources                           
	RHFG

	Twinning and Bilateral Admin Activities    
	JUM
	IT services – Ops.                            
	5IFG

	Peace, Stability and Security                      
	P2S
	IT services – Invest.                        
	SIINV

	Expert Relations                                             
	REX
	Transversal Roles Directorate      
	DFT

	Health                                                              
	SAN
	Communications
	COM

	DO – Central Roles                                        
	DO
	Safety                                               
	SUFG



· The reference of this contract,
· The name of EF Project and EF project number
· The clear, accurately stated names of equipment and/or provisions and/or services carried out, etc.
· If it is not stated on the invoice where the Contractor’s payments should be sent, banking information shall be attached (RIB) as well as the completed mandatory third-party form.
Invoices are submitted on the Chorus Pro portal. These must state the service code referenced above, which matches the department of Expertise France entering into the contract.
If the Contractor is not required to send invoices via Chorus, it may send them to contact point named in the special conditions in Article I.5 M I.5	SPECIFIC IMPLEMENTATION PROCEDURES - § Point of contact and communication.
Invoices for interim payment shall be accompanied by the corresponding validated time sheets. Invoices for the balance (definitive partial payment) must be accompanied by the copy of the receipt of services decision. 
[bookmark: _Toc536531715][bookmark: _Toc181693798]Payment deadlines and default interest
Payments are always made in the name of the issuer of the invoice or the expenses reimbursement request.
The overall payment time for the amounts due for performance of the CONTRACT is set at a maximum of thirty (30) days from the date of receipt of the complete invoice, including all the supporting documents, or from the date of acceptance of the services if this date is later. Any missing documents shall prevent payments.
If this payment time is exceeded, EXPERTISE FRANCE shall pay the CONTRACTOR default interest under the conditions set out in Decree no. 2013-269 of 29 March 2013 on combating late payments in public procurement CONTRACTs. The rate of default interest is equal to the interest rate applied by the European Central Bank to its most recent main refinancing operations in force on the first day of the half year of the calendar year in which the default interest started to accrue, plus eight percentage points.
The amount of the flat-rate compensation for recovery costs is set at forty (40) Euros and shall be systematically paid in addition to the default interest. Interest for an amount below 40 Euros shall not be mandated.
[bookmark: _Toc536531716][bookmark: _Toc181693799]Taxes and duties
The CONTRACTOR shall directly bear the cost of all taxes, duties and charges, whatever their nature, which may be claimed from it under the present CONTRACT, both in the country of its headquarters and in the country or countries where the services are performed.
The CONTRACTOR shall indicate the rate of VAT applicable to the operation or, where applicable, the fact that it benefits from an exemption, by mentioning on the invoice “VAT not applicable” in accordance with the provisions applicable to it (French General Tax Code or European Directive 2006/112/EC of 28 November 2006).
[bookmark: _Toc536531717][bookmark: _Toc181693800]Methods of calculating per diems - daily allowances
Unless specified in the special conditions, the amount of the per diems is set in accordance with the European scale applicable since the 17th of March 2017, available here: https://ec.europa.eu/international-partnerships/system/files/per_diem_rates_20191218.pdf
II.6 [bookmark: _Toc536531718][bookmark: _Toc181693801]VERIFICATION OPERATIONS AND RECEPTION OF SERVICES
Following the verification operations, EXPERTISE FRANCE shall take a decision in terms of reception, postponement, reduction or rejection.
[bookmark: _Toc536531719][bookmark: _Toc181693802]Service verification operations
The persons responsible for the verification operations are named in the special conditions of the CONTRACT.
The purpose of the quantitative and qualitative verification operations is to allow EXPERTISE FRANCE to check in particular that the DESIGNATED EXPERT has:
· implemented the means defined in the CONTRACT, in accordance with the requirements set out in it;
· performed the services defined in the CONTRACT as being under his/her responsibility, in accordance with the contractual provisions.
EXPERTISE FRANCE has a maximum of one month to proceed with the verifications and notify its decision concerning the reception, postponement, reception with reductions or rejection. The starting point of the period is the date of reception by EXPERTISE FRANCE of the INDIVIDUAL EXPERT’s services.
[bookmark: _Toc536531720][bookmark: _Toc181693803]Reception
EXPERTISE FRANCE shall declare the reception of the services if they are in accordance with the provisions of the CONTRACT. Reception takes effect from the date of notification of the reception decision to the DESIGNATED EXPERT.
Should EXPERTISE FRANCE not notify its decision within the period referred to in the article Verification Operations, the services shall be deemed to have been received, with effect from the expiry of the time period.
[bookmark: _Toc536531721][bookmark: _Toc181693804]Postponement
If EXPERTISE FRANCE deems that the services can be received only on condition that certain amendments are made, it may decide to postpone the reception of the services by a reasoned decision. This decision requires that the DESIGNATED EXPERT SUbmit the amended services to Expertise France within fifteen days.
The DESIGNATED EXPERT or the CONTRACTOR shall make known their acceptance within ten days starting from the notification of the postponement decision. In the event of the DESIGNATED EXPERT refusing or failing to respond during this period, EXPERTISE FRANCE may declare the reception of the services with reductions, or reject them, under the conditions set out in this CONTRACT, within fifteen days starting from the notification of the refusal by the DESIGNATED EXPERT, or starting from the expiry of the ten-day period mentioned hereinabove.
Failure to respond on the part of EXPERTISE FRANCE beyond this fifteen-day period constitutes a decision to reject the services.
Should the DESIGNATED EXPERT submit the amended services again, following the decision to postpone the services, EXPERTISE FRANCE once again has the entire time period to verify the services, starting from when they are submitted again by the DESIGNATED EXPERT.
[bookmark: _Toc536531722][bookmark: _Toc181693805]Reductions
When EXPERTISE FRANCE deems that the services, without being entirely in compliance with the specifications of the CONTRACT, may nevertheless be received in their current form, it declares their reception with a price reduction proportional to the scale of the flaws observed. Reasons shall be given for this decision. It shall be communicated to the DESIGNATED EXPERT and to the CONTRACTOR prior to its notification so that they can submit their observations 
If no observations are submitted within fifteen days following the decision of reception with reductions, the decision shall be deemed to have been accepted. If observations have been made within this period, EXPERTISE FRANCE shall subsequently have fifteen days to notify a new decision. Failing such notification, EXPERTISE FRANCE shall be deemed to have accepted the observations.
[bookmark: _Toc536531723][bookmark: _Toc181693806]Rejection
When EXPERTISE FRANCE deems that the services do not comply with the specifications of the CONTRACT and cannot be received in their current form, it declares their partial or total rejection, after giving the DESIGNATED EXPERT and the Contractor an opportunity to submit their observations in accordance with the procedure provided for in the paragraph above. 
In the event of rejection, the DESIGNATED EXPERT shall be obliged to perform the service provided for in the CONTRACT again.
The DESIGNATED EXPERT has one month starting from the notification of the rejection decision to remove any supplies delivered under the rejected services. When this period has passed, they may be destroyed or removed by EXPERTISE FRANCE, at the expense of the CONTRACTOR.
II.7 [bookmark: _Toc536531724][bookmark: _Toc181693807]INTELLECTUAL PROPERTY
[bookmark: _Toc536531725][bookmark: _Toc181693808]Definitions
The Transfer provided for by this Article requires the following terms to be defined 
· the term “Results” refers to any product expected from the performance of the CONTRACT which is delivered and which undergoes final acceptance by EXPERTISE FRANCE; 
· the term “Author” refers to any individual who has contributed to the production of the Result;
· the term “Existing Rights” refers to any intellectual property right, including existing technologies, held by Expertise France, the CONTRACTOR or any interested party prior to the order whose implementation is provided for by the provisions of the CONTRACT.
[bookmark: _Toc536531726][bookmark: _Toc181693809]Ownership of results
The ownership of the results and the ownership of the associated intellectual and industrial Property rights and the technical solutions and information contained therein are completely and irrevocably transferred to Expertise France under the Contract. This transfer only covers “patrimonial” copyright. It does not include “moral” copyright. Such moral rights cover disclosure, authorship and respect for the integrity of results seen as works as defined by Intellectual Property Law
The abovementioned elements are deemed to be transferred effectively to Expertise France after acceptance by it of the results delivered to it by the Contractor. 
The payment of the price paid to the Contractor is deemed to include all the remunerations which are owed to it for the acquisition of rights by Expertise France, particularly all forms of exploitation of the results. The acquisition of these rights is valid worldwide. 
[bookmark: _Toc536531727][bookmark: _Toc181693810]Exploitation of results
By acquiring ownership of the results developed by the Contractor, Expertise France becomes the owner of all the “patrimonial” copyright associated with them. As such, and without this list being exhaustive, Expertise France may exploit these results for the following purposes: 
· exploitation for internal purposes:
· communication to its personnel 
· communication to persons or organisations working for EXPERTISE FRANCE or collaborating with it, including Contractors and subcontractors (legal entities or natural persons), institutions, agencies and organs of the European Union and institutions of member states
· installation, loading, processing, arrangement, compilation, assembly, extraction, copying and reproduction in whole or in part and in an unlimited number of copies
· public dissemination:
· in paper, electronic or digital format
· on the Internet in the form of files, downloadable or not 
· by display, radio broadcasting, television broadcasting or any other transmission technique
· other public dissemination in any form any by any means 
· modifications:
· modification in terms of content, formal and technical 
· addition of new elements in terms of content and form
· adaptation via new media
· translation into several languages
· scanning and computer processing
[bookmark: _Toc536531728][bookmark: _Toc181693811]Licence for Existing Rights 
Expertise France does not acquire ownership of the Existing Rights.
The Contractor grants Expertise France a royalty-free, non-exclusive and irrevocable licence for the Existing Rights, authorizing it to exploit these rights under the terms stipulated in Article 8.3. This licence becomes effective as of the delivery of the Results by the Contractor and their acceptance by Expertise France. At the time of the delivery of the Results, the Contractor may, if necessary, supply Expertise France with a list of Existing Rights and third party rights, including those of its personnel, authors or other rights holders. The licence for existing rights granted to Expertise France under the present Contract is valid worldwide and for the whole period of protection of the intellectual property rights.
[bookmark: _Toc536531729][bookmark: _Toc181693812]Guarantees 
When it delivers the results, the Contractor guarantees that they are free of any rights and claims by the authors and third parties, including with regard to existing rights, for all the uses envisaged by Expertise France. 
At Expertise France’s request, the Contractor must be able to demonstrate, through tangible and effective proof, either ownership of or the rights to use all the existing rights and third party rights listed, except as regards the rights held by Expertise France.
[bookmark: _Toc536531730][bookmark: _Toc181693813]Image rights 
If recognisable persons are represented in a result or their voice is recorded, the Contractor shall submit, at Expertise France’s request, a declaration in which these persons (or their parents or legal guardians in the case of minors) authorize the envisaged use of their image or their voice. These provisions do not apply to persons whose permission is not required under the legislation of the country in which the photographs have been taken, the films have been shot or the sound recordings have been made.
II.8 [bookmark: _Toc536531731][bookmark: _Toc181693814]MANAGEMENT OF PERSONAL DATA
[bookmark: _Toc181693815]Provisions applicable in the event of a direct contract agreement with the Designated Expert
In application of Article 13 of EU regulation 2016/670 of the European Parliament and of the Council of 27 April 2016 concerning the protection of individuals with regard to the processing of personal data and the free movement of such data (GDPR), the Contractor is hereby informed the personal data collected (in particular surname, first name, email address) in connection with the present contract are liable to processing.
The legitimate legal grounds for this processing correspond to sections (c) and (e) of the GDPR, namely:
· The processing is necessary to comply with a legal obligation to which Expertise France is subject;
· The processing is necessary for the performance of a public interest mission or relevant to the exercise of official authority vested in Expertise France;
The purposes of the processing are: 
· The management and monitoring of this contract, 
· The management and monitoring of reporting to funding bodies and other control authorities. 
The recipients or category of recipients of personal data are exclusively authorised persons from Expertise France, ministries, State operators and funding bodies in charge of the signing and performance of this contract, as well as the service providers assisting them in their activities.
Retention period: these data are retained for the whole duration of the performance of the contract, as well as throughout the duration of administrative usefulness (DUA) applicable to the contract.
To comply with the provisions to Articles 15-21 of the GDPR, persons whose personal data are collected have the right of access, rectification and erasure for information concerning them. They also have a right the limit the processing of this data and to oppose the processing on legitimate grounds. The rights of information and any other right for persons affected by the processing implemented can be exercised by contacting the Expertise France Data Protection Officer (informatique.libertes@expertisefrance.fr).
Individuals whose personal data are collected in connection with the present procedure have the right to lodge a complaint with the French Data Protection Authority (CNIL). 
[bookmark: _Toc181693816]Applicable provisions in the event of a contract agreement with a company to which the Designated Expert is affiliated
This contract may include one or more personal data processing operations. The parties undertake to comply with the regulations in force applicable to the processing of personal data in compliance with Law no. 78-17 of 6 January 1978, as modified, regarding the protection of personal data and to EU regulation 2016/679, the so-called “General Data Protection Regulation” (GDPR).
The Contractor undertakes in particular to:
· Process personal data only for the purpose(s) that are the subject of this contract;
· Ensure that those persons authorised to process the personal data undertake to respect its confidentiality or are subject to a suitable legal confidentiality obligation;
· Implement suitable technical and organisational measures to guarantee a level of security appropriate to the risks arising from the contract including, in particular, the encryption, confidentiality and integrity of data;
· Notify Expertise France, by any means, of any breach of personal data within 24 hours of becoming aware of it;
· Assist Expertise France in fulfilling its obligation to pursue requests from data subjects;
Delete all personal data or return this data to Expertise France at the conclusion of the services relating to the contract, at the latter’s request, unless EU law or the law of the Member State requires the retention of said data;
Make available to Expertise France all information necessary to demonstrate compliance with the obligations pursuant to this Article, and allow audits to be carried out by the contracting authority or another party that it has appointed.
If the Contractor uses a subcontractor to carry out its personal data processing in connection with the contact, it must first obtain the written authorisation of Expertise France. Likewise, the Contractor shall inform Expertise France of any planned change concerning the addition or replacement of other subcontractors, thereby giving Expertise France the option to object to these changes.
The same obligations regarding data protection as those set in the contract between Expertise France and the Contractor are imposed on the subcontractors, in particular for presenting sufficient guarantees regarding the implementation of appropriate technical and organisational measures for the protection of personal data processing. If the subcontractor does not fulfil these obligations, the Contractor shall be fully liable towards Expertise France for the subcontractor’s performance of these obligations. 
It should be recalled that the Contractor may be held liable in the event of non-compliance with the aforementioned provisions. Expertise France may announce the immediate termination of the contract, without compensation to the Contractor, in the event of a breach of professional secrecy or non-compliance with the aforementioned provisions.
II.9 [bookmark: _Toc536531732][bookmark: _Toc181693817]CONFIDENTIALITY
The Contractor and the Designated Expert shall treat as private all documents and information that they receive or of which they become aware in connection with the Project. They shall conserve their secret nature and not use them for any other purposes than the performance of this Contract.
In this regard, the Contractor and the Designated Expert undertake to: 
· Protect and safeguard all information considered or presented as confidential;
· Handle confidential information received with the same degree of precaution and protection as that accorded to their own confidential information;
· reveal confidential information only to their personnel and third parties involved in the performance of the CONTRACT and only having first sought the express prior written approval of EXPERTISE FRANCE;
· take all necessary steps to ensure that their personnel and third parties involved in the performance of the CONTRACT who become aware of confidential information undertake to handle this Information with the same degree of confidentiality as that resulting from this clause;
· If necessary, remind its personnel and third parties involved in the performance of the CONTRACT about the confidential nature of the confidential information as soon as this information is communicated;
· recall the confidential nature of confidential information before any meeting during which the confidential information is communicated.
The Contractor and the Designated Expert may not disclose any details of the Project, except to the extent necessary for the purposes of performing the Contract, without the prior written consent of the other party.
II.10 [bookmark: _Toc536531733][bookmark: _Toc181693818]INSURANCE AND LIABILITY
In the context of the performance of the services under this Contract, the Contractor takes full responsibility for any physical, material and/or non-material damage that it or the Designated Expert may have caused, as well as the related material or financial reparations.
To guard against such risks, the Contractor shall comply with its legal obligations to take out, at its own expense, an insurance policy covering its own civil and professional liability and that of the Designated Expert.
At the request of Expertise France, the Contractor shall provide proof of all the aforesaid to Expertise France (certificate of insurance).
The Contractor shall take out and maintain, at its expense, insurance policies covering its liability for any illness or occupational accidents to which the Designated Expert may be subject in performing the services.
In addition, Expertise France shall take out and maintain “accident and repatriation” insurance policies at its own expense to cover the Designated Expert with coverage of the corresponding risks during his/her mission.
II.11 [bookmark: _Toc181693819]SAFETY, SECURITY, RISK PREVENTION AND ETHICS
[bookmark: _Toc536531735]Throughout the term of the contract, the safety and security rules set out by Expertise France shall apply to the Contractor. These are regularly updated and communicated to the Contractor individually, by any suitable means. In the absence of an individual communication, Expertise France shall strive to make these rules accessible to the Contractor upon notification of the contract. Either way, the Contractor is deemed to have understood the safety rules relating to the performance of its mission. It undertakes to comply strictly with these rules and to pay regular attention to any updates. 
The Contractor likewise undertakes to study the Expertise France Code of Conduct and to comply strictly with it (the Expertise France Code of Conduct is accessible on the agency’s website: www.expertisefrance.fr).

Any breach of the safety and security rules and of the Code of Conduct may lead to the termination of the contract and incur the liability of the Contractor.
II.12 [bookmark: _Toc536531738][bookmark: _Toc181693820]FORCE MAJEURE
Neither of the PARTIES shall be held in breach or default of their contractual obligations if they are prevented from fulfilling them by a situation of force majeure occurring either after the date of notification of the contract award or after the date of its entry into force.
“Force majeure" means, for the purposes of the present CONTRACT, any unforeseeable event beyond the PARTIES’ control which they are unable to overcome despite their diligence. For the purposes of this contract, a decision by France or the European Union to suspend cooperation with the partner country is expressly considered to be a case of force majeure when it involves the suspension of financing for this contract.
The Contractor shall not be liable to lump-sum compensation or to termination for failure to perform if and to the extent that its delay in performance or any other failure to fulfil its obligations under the contract results from a case of force majeure. Similarly, EXPERTISE FRANCE shall not be liable for the payment of interest for late payment or the Contractor’S failure to fulfil its obligations or for the termination of the contract by the Contractor for default, if and to the extent that a delay on the part of Expertise France or any other failure to fulfil its obligations results from a case of force majeure.
Should one of the PARTIES deem that a case of force majeure likely to affect the performance of its obligations has occurred, it shall immediately inform the other party as well as the project manager, specifying the nature, likely duration and expected impacts of this event. Unless instructed otherwise by the project manager in writing, the CONTRACTOR shall continue to fulfil its contractual obligations insofar as is reasonably possible for it and shall seek any other reasonable means to allow it to fulfil the obligations that the case of force majeure does not prevent it from performing. It shall only implement these other means if the project manager instructs it to do so.
For a unit price contract, if, by following the instructions of the project manager, the Contractor has to meet additional expenses, their amount shall be certified by the project manager.
If a case of force majeure has occurred and continues for a period of 180 days, notwithstanding any extension to the period for the performance of the contract that the Contractor may have thereupon obtained, each party shall have the right to give the other 30 days notice to terminate the contract. This notice shall be given by registered letter with acknowledgement of receipt. Should the case of force majeure continue at the expiry of the period of 30 days, the contract shall be automatically terminated. 
II.13 [bookmark: _Toc536531739][bookmark: _Toc181693821]SUSPENSION OF PERFORMANCE OF THE CONTRACT
[bookmark: _Toc181693822]The suspension shall take effect on the date on which the Contractor receives formal notification of it by registered letter with acknowledgement of receipt, or at a later date indicated in the notification. Expertise France shall inform the Contractor as soon as possible of its decision to have the performance of the suspended tasks resumed or to terminate the Contract. The Designated Expert must make himself or herself available within 8 days of the notification of the resumption of the contract sent by EXPERTISE France. The Contractor may not demand compensation in the event of the suspension of all or part of the Contract.
[bookmark: _Toc536531740][bookmark: _Toc181693823]Suspension by either PARTY to the contract
The CONTRACTOR or EXPERTISE FRANCE may suspend the performance of all or part of the CONTRACT if a case of force majeure makes this performance impossible or excessively difficult. The party wishing to suspend the CONTRACT shall immediately inform the other party of the suspension by registered letter with acknowledgement of receipt, providing all the necessary justifications and clarifications, as well as the date envisaged for the resumption of the performance of the CONTRACT.
As soon as the conditions are in place for a resumption of the performance, the PARTIES shall agree on a resumption date, unless the CONTRACT has already been terminated.
[bookmark: _Toc536531741][bookmark: _Toc181693824]Suspension by Expertise France
EXPERTISE FRANCE may suspend the performance of all or part of the CONTRACT:
a) if the procurement procedure or the performance of the CONTRACT have been subject to substantial errors, irregularities or fraud;
b) to verify whether alleged substantial errors, irregularities or fraud have effectively occurred.
II.14 [bookmark: _Toc536531742][bookmark: _Toc181693825]TERMINATION OF THE CONTRACT

[bookmark: _Toc536531743][bookmark: _Toc181693826]Termination by Expertise France
Expertise France may terminate the Contract without compensation and at any time by a termination decision notified to the Contractor. This termination may be carried out on any grounds, particularly in the event of suspension of the contract, non-compliance with the health and safety recommendations and guidelines in the annex to the present contract or non-compliance with the recommendations and guidelines which may be communicated by Expertise France to the Contractor when necessary. Termination for cases of force majeure is carried out in accordance with the procedure stipulated in Article II.12.
The termination decision shall be notified to the Contractor by registered letter with acknowledgement of receipt. It shall mention the effective date of termination. 
[bookmark: _Toc536531744][bookmark: _Toc181693827]Termination by the Contractor
The CONTRACTOR may terminate the contract in the event of a case of force majeure which disrupts the initial conditions of performance of the contract, in accordance with the procedure stipulated in Article II.12, or in the event of suspension of the performance of the contract by EXPERTISE FRANCE notified in accordance with Article II.13, if the resumption of performance is impossible.
When it wishes to terminate in the event of suspension of the performance of the contract, the CONTRACTOR must notify EXPERTISE FRANCE of its intention by registered letter with acknowledgement of receipt. EXPERTISE FRANCE has 30 days starting from the date of receipt to submit its observations if necessary. Failing that, the contract is automatically terminated on the day following the expiry of the deadline to submit observations. Should EXPERTISE FRANCE submit observations, the CONTRACTOR shall formally notify it of the withdrawal of its intention to terminate or its final decision to terminate
[bookmark: _Toc536531745][bookmark: _Toc181693828]Continuity of service 
When the termination is initiated by the CONTRACTOR, the CONTRACTOR shall, at EXPERTISE FRANCE’s request, provide all the assistance required, including information, documents and files, in order to allow EXPERTISE FRANCE to complete or continue the services, or transfer them to a new CONTRACTOR or internally, without interruption or negative impact on the quality or continuity of services. The PARTIES may agree to establish a transition plan specifying the modalities for the CONTRACTOR’S assistance, unless such a plan is already set out in the other contractual documents or in the specifications. The CONTRACTOR shall provide this assistance at no extra cost, unless it is able to demonstrate that this assistance requires substantial additional resources or means, in which case it shall provide an estimate of the expenses incurred and the PARTIES shall negotiate an arrangement in good faith.
[bookmark: _Toc536531746][bookmark: _Toc181693829]Effects of termination
Upon receipt of the notice of termination, the CONTRACTOR shall take all necessary measures to reduce costs to a minimum, to prevent losses and to cancel or reduce its commitments. It has sixty days starting from the date when termination takes effect to establish the documents required by the purchase order for the tasks already performed at the termination date, and to submit an invoice if necessary. EXPERTISE FRANCE may recover any amount paid under the CONTRACT.
When the CONTRACTOR initiates a termination which EXPERTISE FRANCE has previously deemed to be unfounded in its observations, EXPERTISE FRANCE may engage any other CONTRACTOR after termination to perform or complete the tasks. EXPERTISE FRANCE is entitled to claim from the CONTRACTOR the reimbursement of all the additional expenses thereby incurred, without prejudice to any other rights or guarantees it may hold under the CONTRACT.
II.15 [bookmark: _Toc536531747][bookmark: _Toc181693830]LANGUAGE OF THE CONTRACT
The present document has been drawn up in English, which shall be the applicable language in all matters concerning the meaning or interpretation of the CONTRACT, to the exclusion of any other language.
II.16 [bookmark: _Toc536531748][bookmark: _Toc181693831]SETTLEMENT OF DISPUTES – APPLICABLE FRENCH LAW
Any dispute between the PARTIES concerning the existence, validity, interpretation, performance and termination of the CONTRACT (or any of its clauses) which the PARTIES are unable to resolve amicably within thirty days following the notification of the dispute by the claiming PARTY to the other PARTY shall be submitted to the judgement of the Administrative Court of Paris.
The law applicable to the present CONTRACT is French law, to the exclusion of any other law.
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SERVICE CONTRACT – GENERAL CONDITIONS
(Individual expertise service as part of a cooperation project)	
	



[bookmark: _Toc75425487][bookmark: _Toc181693832]Annex 1: Description of the individual expert service



[bookmark: _Toc75425488][bookmark: _Toc181693833]Annex 2: Time sheet
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I. [bookmark: _Toc181693703]List of abbreviations 



		Abbreviation

		Definition



		AFD

		Agence Française de Développement (French Development Agency)



		BDS

		Business Development Services



		BMZ

		German Federal Ministry of Economic Cooperation and Development



		CAP

		Country Action Plan



		CT

		Country Team(s)



		DG INTPA

		Directorate-General for International Partnerships (European Commission)



		ESO

		Entrepreneur Support Organization



		GIZ

		Deutsche Gesellschaft für Internationale Zusammenarbeit



		IYBA-SEED

		Investing in Young Businesses in Africa – Supporting Entrepreneurial Ecosystem Development



		PMU

		Project Management Unit (IYBA-SEED)



		SAIDC

		Slovak Agency for International Development Cooperation



		SNV

		Netherlands Development Organisation



		TEI

		Team Europe Initiative



		TOC

		Theory of Change



		TOR

		Terms of Reference







II. [bookmark: _Toc181693704]General Information

 

		Title of assignment

		IYBA-SEED Gender implementation and training 



		Beneficiary / beneficiaries

		Project team and partners



		Country

		Belgium, Benin, Kenya, Senegal, South Africa and Togo



		Implementation period of the assignment

		Approx. 100 working days from 15/01/2025 to 30/06/2026





III. [bookmark: _Toc181693705]Context



3.1. [bookmark: _Toc181693706]IYBA-SEED 



Expertise France is the French public international cooperation agency. It designs and implements projects which aim to contribute to the sustainable development of partner countries, in line with the Sustainable Development Goals (SDGs) of the 2030 Agenda and the priorities of France’s external action.

The project “Investing in Young Businesses in Africa – Supporting Entrepreneurial Ecosystem Development” (IYBA-SEED) is co-funded by the European Union (DG INTPA), the German Federal Ministry of Economic Cooperation and Development (BMZ), Team France and SlovakAid, for a period of 4 years (2023-2026). It is implemented by a consortium of leading European development agencies, including Enabel (Belgium), Expertise France (France), GIZ (Germany), SAIDC (Slovakia) and SNV (Netherlands). The consortium is led by Expertise France.

IYBA-SEED is part the Team Europe Initiative of the same name (TEI IYBA), in particular of its third Block aimed at “supporting the ecosystem, with a special emphasis on women and young people”. For information, the first two Blocks of the TEI IYBA are aimed at increasing financial and technical support for enterprises and entrepreneurs at (pre-)seed stages.

IYBA-SEED takes an “Ecosystem Strengthening” approach: it targets the entrepreneurship ecosystem and its actors, in order to reach young businesses (i.e. SEED beneficiaries) which are defined as:

· (Very-)early stage businesses and entrepreneurs (pre-seed and seed)

· Led by young entrepreneurs (18-35yo) and/or women entrepreneurs (of all ages)

The project aims to “contribute to creating decent jobs and resilient economies by strengthening entrepreneurship ecosystems in a number of sub-Saharan countries so that they can increase access to Business Development Services (both financial and non-financial) for SEED beneficiaries” in 5 countries in sub-Saharan Africa (Benin, Kenya, Senegal, South Africa and Togo).



IYBA-SEED works on four key components / specific objectives

1) Capacity Development and Networks : strengthen and connect Entrepreneurship Ecosystem Actors (EEAs) and their networks (both nationally and internationally) to improve access to Business Development Services (both financial and non-financial) for SEED beneficiaries

2) Business Environment: contribute to a business environment (policies and regulations) which is conducive to the creation and growth of SEED beneficiaries

3) Entrepreneurial Culture: promote an inclusive entrepreneurial culture that encourages existing and future young and women entrepreneurs to create and grow SEED beneficiaries

4) Knowledge: foster access for Entrepreneurship Ecosystem Actors, SEED beneficiaries and other stakeholders to lessons learned and best practices for Entrepreneurship Ecosystem Strengthening

The project is implemented by five CTs based in the five project’s countries (Benin, Kenya, South Africa, Senegal and Togo) and a PMU based in Belgium.

Following a first year of an inception phase, the Country actions plans are currently being implemented in in each of the five implementing countries. The Action Plans contain activities tailored to the local contexts and needs, including activities either specifically designed for women, or activities intended to ensure better participation of women, targeting the improvement of the gender equity in access to Business Development Services. 



3.2. [bookmark: _Toc181693707]IYBA-SEED and gender



IYBA-SEED integrates women’s economic empowerment and gender equality throughout all its outputs and outcomes. Women entrepreneurs, particularly those leading businesses, are explicitly targeted as SEED beneficiaries under this initiative. The project adopts a comprehensive approach to gender integration, ensuring that women are supported across the project activities.



Inception Phase Gender Initiatives

During the inception phase, a gender expert was recruited to develop key frameworks for gender integration, including:

· A Gender Strategy to guide the overall gender-related goals and objectives of the project.

· A Gender Action Plan outlining the specific actions and milestones for integrating gender into project interventions.

· A Gender Toolbox providing practical tools for country teams to use in implementing the Gender Strategy.



In July 2024, a gender training was held in Brussels with the IYBA-SEED team, focusing on developing the Gender Theory of Change for selected case studies from the CAPs.













IV. [bookmark: _Toc181693708]Objective of the mission



The primary objective of this mission is to enhance the gender sensitivity of ongoing and upcoming interventions within the IYBA-SEED project. This includes:

· Providing targeted support to project teams in the five countries to foster gender sensitive approaches of their action plans and of the implementation of the activities,

· Training project stakeholders on gender-sensitive approaches and ensuring their application in project activities,

· Developing a guideline and checklist to be annexed to all service contracts and partnerships, to ensure the respect and integration of gender dimensions in the implementation of activities.



V. [bookmark: _Toc181693709]Methodology



The Gender expert will assist the CTs with their needs in gender expertise through the implementation of activities indicated in previous section, and thanks to his/her:

1. Autonomous  and proactive coordination of the preparation and implementation of related activities with the five CTs[footnoteRef:1], [1:  Exception made of travel logistics for the Gender expert (to be managed by the PMU) and logistics related to training events in the five countries (to be managed by the Country teams). ] 


2. Flexibility and availability according to the implementation timeline for each CT,

3. Rigorous follow-up of all working meetings with CTs, in the form of list of agreed points and follow-up actions, shared within 5 working days after each meeting with relevant CTs (with Program Director and Project Officer in cc). 

The conduct of the mission will follow the following process:

Phase 1. Start of the mission and documents review:

· The Gender expert will familiarize him/herself with the projects documents prepared during the inception phase: Project Description of Action, CAPs for each country of the project, gender strategy, etc. 

· The Gender expert will attend meetings with the PMU to enhance his/her understanding of the project objectives and activities.



Phase 2. Kick off and planning with CT

· Kick off meetings will be organized with each CT (Benin, Kenya, South Africa, Senegal and Togo). 

· During this phase, the Gender expert will acquire good understanding of the IYBA-SEED activities in each country. The Gender expert will work with each CT to identify their needs in gender expertise and prioritize the interventions according to the constraint of the mission (budget, timeline, availability). 

· The Gender expert will provide a work plan for his/her interventions in each country until the end of the mission.



Phase 3. Activities implementation:

· The Gender expert will be responsible for the autonomous implementation of the activities identified and planned during phase 2 of the mission (see section VI below).

· The implementation of the activities will be ensured online with the possibility of field missions when necessary.

· The expert will create a detailed guideline & a checklist to annex to all service contracts and partnerships, ensuring that all activities are implemented with a gender-sensitive approach.



Phase 4. Closure of the mission:

· The expert will submit a final report summarizing the mission outcomes and recommendations.

· The expert may be invited to participate to IYBA-SEED lessons-learning process.



VI. [bookmark: _Toc181693710]Activities



The activities outlined below have been identified during the inception phase and following the gender training received by the project’s team. These activities are indicative and will be tailored to the specific needs of each country. The exact scope of activities will depend on the country’s current stage in the project and specific gender-related challenges.

The expert will finalize the work plan and the identification of the activities with each CT during the phase 2 of the mission.



6.1. [bookmark: _Toc181693711]Strategic Planning and gender Integration Support 



6.1.1. [bookmark: _Toc181693712]Implementation Support



Throughout the mission, the Gender expert will provide continuing support to country teams, ensuring that gender-sensitive approaches are effectively implemented. This will include assistance in reviewing activities’ ToRs to ensure that the gender-sensitive approach is guaranteed and offering guidance on project adjustments based on evolving gender needs.

Activities:

· Offer continuous online support to country teams, answering questions and providing advice on specific gender integration challenges.

· Organize regular check-ins with teams to monitor progress and suggest adjustments.

· Assist teams in reviewing and finalizing ToRs to ensure they are gender-sensitive.

· Provide feedback on other relevant project documents to ensure that adapted gender considerations are integrated.

Expected Outputs:

· Reviewed and finalized gender-sensitive ToRs for relevant project activities.

6.1.2. [bookmark: _Toc181693713]Theory of Change (TOC) Workshops



In countries where the focus is on strategic planning, the Gender expert will facilitate TOC Workshops to develop or refine the Gender TOC for selected interventions. These workshops will help teams map out gender-sensitive pathways within the project’s objectives.

Activities:

· Conduct online workshops with the country teams, focused on:

· Identify gender-related challenges and opportunities within selected interventions,

· Define short-term and long-term gender outcomes,

· Create pathways and strategies to achieve these gender outcomes, tailored to the country’s context.

Expected Outputs:

· Gender-focused TOC documents for selected interventions.

6.1.3. [bookmark: _Toc181693714]Review and Planning Sessions



For countries focusing on improving gender inclusion in their ongoing project activities, the Gender expert will assist country teams with the review of CAPs for Year 2 and potentially Year 3 of their implementation (2025 and 2026). These sessions will provide support in strengthening the gender dimensions of the CAPs.

Activities:

· Assist the country teams in reviewing and adjusting their CAPs for Year 2/3, focusing on: Identifying gaps in gender inclusion.

· Recommend actions to better integrate gender considerations into project activities.

Expected Outputs:

· Revised Year 2/3 CAPs with strengthened gender-sensitive strategies.



6.2. [bookmark: _Toc181693715] Gender Training Session



The Gender expert will conduct comprehensive training sessions in each country, focusing on gender integration within specific project interventions. The Gender expert will handle all aspects of planning, preparation, and follow-up, in coordination with CTs.



Indicative Features of the Training Sessions:

· Participants: A mixed group, including project team members, stakeholders, consultants, and key actors involved in relevant project interventions.

· Thematic Focus: The thematic focus will be tailored to the country’s specific needs. 









Below are examples of potential topics for the training sessions:

· Entrepreneurship Support Services in Senegal: How to implement gender-sensitive approaches in entrepreneurship support programs to ensure that both men and women benefit equally.

· Access to Finance in Kenya: Developing gender-sensitive financial products and services that address the unique needs of women entrepreneurs and other marginalized groups.

· Business Development Strategies in Togo: Integrating gender equity into strategic planning for business development initiatives, ensuring inclusive growth for women-led businesses.



Other Specific Interventions: Training themes will be adapted to match the unique priorities of each country’s CAP, ensuring alignment with local objectives.



6.3. [bookmark: _Toc181693716]Gender guideline development 

The gender expert will develop comprehensive guidelines and checklists to ensure that all contracted services and partnerships respect and integrate gender considerations throughout implementation.



Activities: 

· Create practical tools and checklists for partners to verify gender-sensitive practices.

· Validate the guidelines with the PMU to align with project objectives. 

· Adapt the guidelines to be used as a knowledge product across the project.



Expected outcomes:

· Guidelines and checklists to be annexed to service providers and partnership contracts to ensure the respect and integration of gender dimensions.



VII. [bookmark: _Toc181693717]Organization of the mission



7.1. [bookmark: _Toc181693718]Coordination arrangements



The Gender Expert will report to the Program Director and Project Officer (Expertise France).

The Gender Expert will have regular interactions with project teams in IYBA SEED countries (Benin, Kenya, Senegal, South Africa and Togo).



7.2. [bookmark: _Toc181693719]Location of assignment



The Gender Expert will work from his/her place of residence for the online working sessions and will be travelling, upon needs, to Benin, Kenya, Senegal, South Africa and Togo.

Needs for travel to countries will be submitted together with justifications by the Gender expert to Program Director / Project Officer for approval, 6 weeks before the planned mission.  





7.3. [bookmark: _Toc181693720]Timeline and deliverables



The contract is expected to last 18 months. The mission will follow a phased approach, with key milestones related to preparation, in-person training, and follow-up support for the implementation of gender-sensitive approaches across the five countries. The timeline and indicative number of days allocated to each activity are outlined below.



Proposed Milestones for the Mission



		Item

		

		Deliverables

		Timeline



		1

		Phase 1

		Meetings with PMU and understanding IYBA SEED Project

		January 2025



		2

		Phase 2

		Work meetings with each CT

		January – February 2025



		3

		

		5 Gender work plans specific for each country

		



		4

		Phase 3

		Support for country teams (Benin, Kenya, Senegal, South Africa, and Togo) to integrate gender considerations into CAP implementation, including TOC and gender planning support: documents prepared 

		March 2025- May 2026



		5

		

		Summaries of online support meetings, including key discussion and action points.

		



		6

		

		Guidelines and checklists to be annexed to service providers and partnership contracts to ensure the respect and integration of gender dimensions

		



		7

		

		Preparation for gender training sessions with Benin, Senegal, and Togo, Kenya and SA country teams: agenda and training material

		



		8

		

		Gender training sessions in Benin, Kenya, Senegal, South Africa and Togo: list of participants



		



		9

		Phase 4

		Final report summarizing the mission outcomes and recommendations

		June 2026









The working language will be English and French.



VIII. [bookmark: _Toc181693721]


IX. Qualifications and skills required



(a) Master's degree or equivalent in Gender Studies, Political Science, International Cooperation, Anthropology or equivalent. 

(b) Proven experience (4+years) in gender issues and gender mainstreaming, preferably in development projects or international organizations. Experience in this field on the African continent would be an asset

(c) Good knowledge of cooperation mechanisms and official development assistance, experience in project management under European Union or AFD (Agence Française de Développement) funding would be an asset.

(d) Familiarity with Africa’s development landscape and its policy frameworks would be an advantage (especially in Benin, Kenya, Senegal, South Africa and Togo).

(e) Fluency in English and French (read, written and spoken)

(f) Excellent organizational and project management skills with the ability to multitask and meet deadlines

(g) Diplomacy and ability to adapt, resilience and capacity to work under pressure in a multi-cultural environment.

(h) Ability to work independently and collaboratively in a multicultural and interdisciplinary environment.

X. [bookmark: _Toc181693722]Additional information 



Type of contract: service provision contract



Documents to be supplied:

· CV

· Technical and financial offer including:

· An implementation schedule

· Fees



Candidates interested in this opportunity are invited to submit their application as soon as possible. 
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1. PREAMBLE

Expertise France provides all its employees with alternative solutions to business travel, such as

telephone conferences, videoconferences and webinars.
The use of alternative trip solutions is encouraged in order to address the following issues:
=  Traveler security,
= Internal data security,
=  Working time management (trip preparation, fatigue, etc.),
= Carbon footprint of Expertise France activities

The decision to move must accordingly be systematically compared with the alternatives.

2. SUBJECT - PURPOSE

The purpose of this document is to define Expertise France's Travel Policy, which sets out the rules to

be followed in the organisation of all business travel.

All trip bookings for a person acting on behalf of Expertise France will be handled by an Expertise France

employee; by way of illustration, an expert cannot book himself.
These rules are intended to:
= Facilitate the organisation of business travel,
= Guarantee the security of travelers,
= Ensure the best possible transport conditions for employees during their business travels,
= Contribute to the cost optimisation policy,
=  Support the employee in the selection of services,
= Inform employees about the administrative procedures related to the expense policy
By booking a trip, you accept without reservation the conditions mentioned in this document.

Exceptions to the trip rules set out in this document may be granted subject to the prior agreement of the
Head of Department of or Head of Division according to specific rules. For a derogation concerning a

move to an orange or red area , the agreement of the Security Department is also required.

1 According to the classification of the Ministry of Europe and Foreign Affairs, which uses four colours (green,
yellow, orange, red) to delimit areas within each country.
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3. SCOPE

The Travel Policy applies to all persons working on behalf of Expertise France, regardless of their
contractual relationship: employment contract, CPS or recruited through a third party company, including
external guests without a contract with Expertise France whose trip expenses are covered by Expertise
France.

The following are excluded from the scope of Expertise France's Travel Policy
= Commuting to work and to the airport/station,
= Local travelz,
= Trip charged back to the lessor on the basis of rules set and defined in the contract,

= Trip within the framework of the CBME Department's Twinning, Bilateral Cooperation and

Study Tripss.

The Travel Policy is subject to change and adjustment as necessary.

4. GENERAL PRINCIPLES

In order to benefit from the best pricing and security conditions, each employee will make sure to:
= Take into account the rules of the Travel Policy for all business travels,
= Ensure that a contract is in place if the traveler is an employee or a service provider,
= Ensure the validity of the required identity documents before departure,
= Check the health requirements and formalities in force, if any,
= Make bookings through the online booking tool or through the travel agency offline,
= Accept the best available tariff in accordance with Expertise France's Travel Policy, including

constrained tariffs and the use of low cost airlines, taking into account the financial availability

of the project/service,

= Respect a minimum period of 15 days before any travel request.

2 A local trip is a trip made in the context of professional activity at the request of Expertise France that does
not exceed a given distance and duration; for the head office, the references are 50 kilometres and a duration of
less than 1.5 hours for a single trip.

3 The study trip is the organisation of a stay for a foreign delegation to present the functioning of a sector of
activity and to promote French expertise in this field. This organisation is managed within the CBME
Department, in the Operations Directorate.
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5. SUSTAINABLE DEVELOPMENT STRATEGY

Within the framework of corporate social responsibility (CSR), Expertise France's Travel Policy forms part
of a sustainable development approach that allows for a more environmentally friendly behaviour by

reducing Expertise France's carbon footprint.

5.1 How to limit travel?

= From the design phase, limit the number of trips related to project monitoring

= Arbitrate between using video-conferencing tools and organising a trip,

= Limit the number of employees on a trip,

= Group meetings to replace several round trips with a longer stay or a single trip with several
destinations.

= Encourage the use of resident, sub-regional or regional expertise

= Increase the mission time of the pearl expertise to reduce the number of missions

5.2 How to tailor one's behaviour in bookings?

= Limit the number of emails by promoting the online booking tool,

= Limit storage of non-essential data

5.3 Moving towards less CO2 intensive solutions

= Prefer direct flights in accordance with our rules, as the take-off/landing phases are very

paraffin intensive

= Prefer public transport when security measures are respected

5.4 Hotels

= Prefer a hotel close to the mission to avoid indirect CO2 emissions,

=  Prioritise hotels with an eco-label.

5.5 Vehicles

= Prioritise environmentally friendly rental vehicles, VTCs and taxis: Uber Green, Marcel, Caocao, etc.
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6. TRIP MANAGEMENT

6.1 The mission order

What is a mission order?

The mission order is a compulsory document and a precondition for any departure on mission, authorising
an employee to be absent from his usual place of work to carry out a mission involving travel within a

mission country or in the case crossing a border (from country A to country B)a.

Any trip (of more than 50 kilometres) by an employee in France or abroad must be accompanied by a

mission order before departure.
A mission order is required for the following travelers carrying out a mission on behalf of Expertise France:
= Expertise France employees,

= Non-salaried employees (CPS, recruited through a third party company, etc.).

The following are excluded from the mission order scheme:

= Active civil servants without an Expertise France contract (the mission order is issued by their
administration and sent to Expertise France); even in this case, the Security Department must be

informed for any trip to the orange or red areas,

= [Foreign partners without a contract who participate in study visits or training in France and
abroad, called guest travelers.

The validation of the mission order serves five essential functions:
= Ensure that the trip corresponds to the needs of the mission,
= Ensure that the employee has met all procedural requirements (ANO/IPDs, security record,
security briefing, etc.),
= To be covered by the Expertise France insurance and assistance contract,

= To allow travelers to be reimbursed for their business expenses on the conditions applicable
within Expertise France through the establishment of an ERF associated with the mission,

= Justify trip and associated costs for external audits

4 See memo SUR_NS_AGENCY015 MO general framework and specific provisions.
> No Objection Notice/Pre-Trip Information.
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6.2 Entering the mission order

The mission order is entered electronically on the online tool "SAP Concur"”, accessible from the

intranet page by clicking on the SAP Concur icon.
There are two validation workflows depending on the classification of the areass:
a) Green and yellow areas

b) Orange and red areas

Who validates the mission order?

Green and vellow areas: one level of validation

1/ Level 1 approval by: division managers, Department/directorate directors or a delegate according to

the DAJ table of delegations of signaturer

Orange and red areas: three levels of validation

1/ Level 1 approval by the Head of Department of (Head of-General's delegation)
2/ Level 2 approval by the security team

3/ Final approval by the Head of Security (delegated by the Head of General)

6.2 Ordering process

There are two ways to book a trip:

a) "Online" mode: an online booking tool is available to Expertise France employees at the head
office and in the field

b) "Offline" mode: refers to any other means of booking (email, telephone) accessible to
employees at the head office and in the field for booking group or complex (multi-destination)
trips. This mode is also available for ministerial partners in bilateral cooperation who do not have
access to the online tool.

6.3 Online mode

The online booking tool is called "KDS Neo".

This tool, to be used as a priority, allows us to offer the widest possible range of tariffs, taking into

account our Travel Policy rules and the tariffs negotiated with transport companies and hotels.

® According to the classification of the Ministry of Europe and Foreign Affairs which uses four colours (green,
yellow, orange, red) to delimit areas within each country.
"DAJ_Summary table of delegations and mandates to sign.
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6.3.1 Procedures and user guides for the online booking tool

= Online trip booking procedure,

= KDS Neo User Guide.

6.3.2 Profile management

Before any first trip, each employee is invited to check the traveler's profile on the booking tool and add
any information required for the trip. The information is then stored for future trip. All practical information

is centralised in our online trip booking procedure.

6.3.3 Selection and booking of services

The search for air, rail, car rental and hotel tickets is performed on the "KDS Neo" tool
"This allows the user to access negotiated tariffs from transport companies. The booker and the traveler

receive the trip documents (tickets or vouchers) by email, as soon as the booking is confirmed.

6.3.4 Choice of tariffs and app of transport rules

The selection of the tariff is made taking into account the transport rules defined in this document. These
rules are set up in the booking tool and can be viewed with the "Compliant" icon: the selected tariff is
compliant with our Travel Policy in relation to booking class. Tariffs that are not compliant with the Travel
Policy are marked with the "Non-compliant" icon. The employee will, despite the recommendations, have
the ability to select a tariff that does not comply with the Travel Policy. In this case, he will have to justify
his choice, from a drop-down list:

AIR - Departure/Return for Personal Convenience AIR

- Proposed Schedule Incompatible with Mission AIR -

More Economical Tariff

AIR - Flexible tariff(s) required AIR -

Client agreement

AIR - Mandatory trip with a partner

RAIL - Departure/Return for personal convenience RAIL -

Proposed schedule incompatible with the mission

MG_IM002_v03 Travel Policy





RAIL - More economical rate
RAIL - Necessary flexible tariff(s) RAIL -
Agreement of the principal

RAIL - Imperative trip with a partner

The applicable tariff conditions are indicated on the selected trip itinerary.

As a matter of principle, the group negotiated tariff should be selected when available. This choice
makes it possible to obtain a more advantageous tariff and/or greater flexibility in the services offered
(cancellation conditions, number of bags, longer option date, etc.). As an exception, the public or

promotional tariff of the travel agency may be selected if it offers more advantageous tariff conditions.

No permanent derogation from the transport rules can be granted.
The selection of a tariff that does not comply with our Travel Policy does not, however, lead to the
systematic ineligibility of the expenditure. For the expenditure to be eligible:

- The employee must ensure compliance with the clauses of the lessor's contract where these
specify rules relating to trip. If the contractual obligation is stricter, then it takes precedence over Expertise
France's internal rules.

- In the event of a derogation from the Expertise France transport rules, this must be validated by
the line manager of the person making the booking (in the event of a booking by a separate Department
or a shared support unit, the applicant's manager will be consulted). The validations will be retained and

added to the supporting documents submitted in the event of an audit.

6.4 Offline mode - Travel agency

Individual and multi-traveler booking forms:

Trip requests are made by the applicant by filling in the individual or multi-traveler booking form (for two

or more persons) and sent exclusively to the AMEX GBT travel agency during opening hours:
= Monday to Friday from 8.30am to 6.30pm (French time)

= In priority, by email:_fr.biztravel@amexgbt.com

= Tel: +33 1 86 99 02 94 (type 1: browsing support/type 2: booking/change/cancellation)

= 24-hour number: automatic switchover to the dedicated number +33 1 86 99 02 94

outside of the agency's opening hours (€30 excl. tax/call)

Requests for group trip or grouped individual trip (from ten persons) should be sent to the group

Department of the AMEX GBT travel agency by email: TransportGroup.fr@amexgbt.com
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A Meetings & Events service is available to Expertise France employees to help them organise events:
ticketing, accommodation, catering, meeting rooms and other event services. There is a charge for this

consultation service. The price list is available on the "Going on a mission" intranet page.

6.5 Change/Cancellation

Changes and cancellations of tickets or other services must be communicated to Expertise France before

the flight departure. All supporting documents must be filed in the traveler's file.

In case of no-show, the return flight is automatically cancelled and the ticket is not refunded.

Before the ticket is issued:

Any changes or cancellations can be made directly in the online tool or by sending an email to the travel

agency.

After the ticket is issued:

Any changes or cancellations must be requested from the travel agency at least 2 hours before departure.

Tariff readjustment:

In the event of a change leading to a price adjustment, the travel agency may proceed with the exchange

on the basis of a "good for agreement" issued by the booker.

Change at the counter:

If the traveler has to change his ticket at the airport or station and the deadline no longer allows him to
use the services of the travel agency or the booker, he will have to pay the change fee. A request for

reimbursement may be made subject to the agreement of its N+1.

issue and use of credits:

It is the responsibility of Expertise France employees to monitor and use the credit notes issued by the

travel agency.

The use of these credits is exclusively reserved for trip postponements in the context of missions performed for

Expertise France.
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6.6 Adding extra luggage

The employee should select the desired number of luggage items when selecting the flight ticket.

After confirmation of the ticket, any request to add luggage must be sent by email to the travel agency,
which will incur an additional charge.

7. ANTICIPATION PERIOD

In order to obtain the best rate and to respect the security procedure, each employee will make sure to

anticipate the trips:

Pre-departure Booking conditions
time
> 21 days Best tariffs guaranteed
> 15 days Minimum anticipation required before any trip request

8. EXTENSION/ANTICIPATION OF TRIP

Green and yellow areas:

The employee may extend his stay beyond the end date of the assignment (or bring it forward), for personal
reasons, for a few days.

The following provisions must be respected:

= The MO should mention the actual date of the end of the mission, specifying whether it is a return

or departure on personal grounds,

= The employee must justify by means of screenshots attached to the mission order that this
extension (anticipation) does not generate additional costs for Expertise France; this verification
must be kept in the file linked to the trip.

= In the event of additional costs, the traveler undertakes to pay the difference in cost:

- Make a credit memo (negative) in Atlas on the code of the project concerned and in the name
of the collaborator for the difference of the overrun; with documents such as the invoice of
the tour operator and the estimate,

- This credit may be refunded by the employee or deducted from another ERF. If the employee

leaves the workforce, this credit may be deducted from his last pay slip or balance sheet,

= No specific compensation will be granted.
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Orange and red areas:

The employee may not anticipate or extend his stay for personal reasons.

9. MEANS OF TRANSPORT

9.1 Public and private transport

Green and yellow areas:

As part of the agency's sustainable development approach, low-carbon transport is preferred in order to
reduce the carbon footprint. Thus, the employee should use public transport for short trips (less than 50

kilometres) when the network allows it and in compliance with security conditions.

Nevertheless, it is permitted to use other alternatives such as taxis and VTC services in the following

cases:
= Lack of public transport network for all or part of the short distance trip,
= Shift work (before 8am and after 10pm).

If the reimbursement is authorised by the business expense procedure, the reimbursement is made on

the basis of the receipts for expenses under the ERF.

Use of personal vehicle in green and yellow areas

An employee may have recourse to the use of his personal vehicle, with the exception of motorised two-

wheeled vehicles, during a business travel under certain conditions:

= Express and prior authorisation by the line manager to use his personal vehicle to carry out all or
part of his trip (with, where appropriate, verification of the eligibility of the expenditure in the

contract),

®  The driver must be in possession of a valid national/international driving licence and the vehicle
registration certificate or equivalent,

= The vehicle used is covered by a valid insurance policy for the entire period of the trip,

=  |tis the driver's responsibility to inform his insurer to check whether business travels are covered
by the insurance policy,

=  The employee must at all times be able to provide a copy of his driving licence, the registration
certificate of the vehicle used and a certificate of insurance for the vehicle used to his employer,
together with proof of payment.
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Mileage expenses are calculated on the basis of the difference in transport costs between the trip to the
place of placement (from home to the destination or to a railway station or airport to continue the trip) and

the employee's usual trip (from home to the home establishment).

Reimbursement of mileage allowances will be made according to the Urssaf scale (scale in force within

the agency - baremes/indemnités-kilometrigues/voiture), applicable on the date of departure of the trip. If

the registration certificate does not indicate the fiscal horsepower, it is possible to use the following
formula PA = 1.80 x (kW/100)"2 + 3.87 x (kW/100) + 1.34 to determine the fiscal horsepower of the

vehicle in HP and thus to determine the applicable tax rate for mileage allowances.

The scale includes vehicle depreciation, repair and maintenance costs, tyre expenses, fuel consumption,

insurance premiums, interest on loans if purchased on credit, tolls and parking fees.

The mileage is calculated for the total of an outbound and a return trip. All employees must declare the
city of arrival and departure by indicating a Google Maps link in the comments. If the employee does not
provide the requested details, the accounting services will reject the ERF as a whole. The employee must
mention in the comment field of the ERF: the number D of kilometres of the trip and the number X of
round trips made on this trip for the period subject to reimbursement, as follows: "No. of R/Ts on the D-
kilometre route: X". The amount of the reimbursement will be equal to X*D*Tax scale for mileage

allowances.

In the event of a traffic offence of any kind, the amount of the fine and any points deducted from the

driver's licence will be borne exclusively by the driver.

In the event of an accident alone or with a third party, any additional insurance premium resulting from
such an event will be borne exclusively by the insured.

Orange and red areas:

For trip in the Orange and Red Areas, reference should be made to the country's security plan and/or the

applicable procedures for means of transport.

9.2 Air/rail interchange
In the case of an outbound trip or a return trip whose total duration is less than or equal to 3.5 hours, the
use of the train is compulsoryo.

In the case of an outbound or return trip lasting more than three and a half hours in total, a flight is

possible.

Trip time Mode of transport

® With the exception of international flights or trains or when security conditions prohibit it.
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<3:30 ‘

> 3:30 o
or

9.3 Air transport

The conditions and levels of service permitted, subject to the financial availability of the project/service,

are set out in the table below:

Conditions Trip class Pricing conditions Supporting
documents

Flight time displayed by the Economic

company < 6h

Flight time displayed by the

Not applicable
company > 6h Economy or PR

Premium Economy
Night flight (take-off between 22:00

and 06:00 local time) and flight
time displayed by the company 2

4h1o
Constrained tariff:
Premium Economy tariff cheaper Premium Economy standard/semi
than Economy class flexible Online or offline quotation

through Expertise France

No flights available in Economy booking channels, to be filed

or Premium Economy for the Business ) )
in the traveler's file

period in which the trip must be

made

Members of the Economy, Premium Not

Executive Committee . applicable
Economy or Business

First class bookings are not permitted.
The difference in tariff corresponding to a request for an upgrade or any other additional service (paid
head office, eco-comfort option, priority boarding, special meal, etc.) requested by the passenger must

be borne by the passenger with payment made directly to the

10 Journeys consisting of a trip in Economy and a trip in Premium Economy: the passenger may make the
outbound and return trip in Premium Economy, subject to tariff conditions.
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airline This expense cannot be reimbursed by Expertise France.

Recap: Flights on airlines listed in the European Commission's blacklist of airlines are prohibited for

business travel and cannot be booked through the travel agency.

=>If it is not possible to use another means of transport, a request must be made in advance to the

Security Department.

9.4 Rail transport

For train journeys, the class of service allowed depends on the length of the trip. The

authorised conditions and levels of service are listed in the table below:

Trip time Trip class Pricing conditions
<2:30 2nd class Pro-Corpol/flexible tariff
>2:30 1st class

9.5 National transport in the green and yellow areas

In the green and yellow areas, local transport can be used with care.
Any local transport on site (air, land, sea, etc.) must be approved in advance by the traveler's N+1.

If the travel agency is unable to make the booking, a validation request will have to be sent for approval

to N+1 and the trip manager to book through another channel (local travel agency, website).

In this case, the traveler must send a copy of the booking to his line manager or the project manager

9.6 International transport in the orange and red areas

In the orange and red areas, the security plan of the country of mission will include the applicable rules.
Several types of local transport must be distinguished:

= Transport with Expertise France drivers: these should always be given priority. They are

available to employees and offer all the necessary security guarantees,
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= Public transport: this is prohibited, except in the case of exceptions specified in the security

plan or following the advice of the Security Department (in the particular case of rail transport: if

available in the country concerned, rail transport must have been assessed/audited by the
Security Department prior to any use),

= Taxis: they are allowed within the limits (hours and places of use) contained in the country's
security plan (particular point: the use of motorbike taxis is prohibited due to road security risks).

In all cases, modes of trip in the Orange and Red Areas must be in accordance with the special

precautions indicated in the country's security plan.

9.7 Subscription card

A request for an AIR or FER season ticket can be made to the Expertise France trip manager who will
carry out an eligibility study taking into account the potential number of mission trips and the appropriate

booking class.

= The issue of the subscription card is subject to the validation of the N+1.
Season ticket holders must use the "subscriber" tariffs first unless the negotiated group tariffs are more

competitive.

10. ACCOMMODATION

The centralisation of accommodation bookings by Expertise France is requested in compliance with the
security framework and the "Hotel" programme for all Expertise France employees.

This cover is applicable to the following travelers:
=  Employees.
Support is recommended for the following employees:
=  CPS experts/recruited through a third party company,

= Guests (partners, foreign delegation, etc.).

The travel agency collaborates with the provider "HCorpo" which offers a wide selection of hotels bookable

online or offline with many advantages, such as:
= Payment is taken care of and a prepaid voucher is sent to avoid having to pay in advance,
= The integration of Expertise France negotiated tariffs,
= Centralised invoicing with the travel agency,
= A free trip assistance number available 24/7,
= Flexible cancellation policy: no charge for cancellation up to the day of arrival,

= Geolocation of travelers in security tools.
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The accommodation booking made by Expertise France allows the traveler to receive up to 35% of the
daily per diem to cover catering costs (see conditions in the DAF procedure - Reimbursement of business
expenses).

Accommodation may, on the basis of supporting documents and with the prior agreement of the project
officer (project-related trip) or line manager (cost centre trip), be reimbursed at actual costs (see

conditions in the DAF procedure - Reimbursement of business expenses).

In the case of a booking made directly by the traveler (better rate, other type of accommodation validated),
the paid invoice in the traveler's name must be attached to the ERF for the payment of per diem and/or

reimbursement of actual expenses.

Recap: Bookings in other types of accommodation than hotels: rentals, Airbnb, gites or bed and breakfast
are prohibited for all employees carrying out a mission on behalf of Expertise France, except with the
express permission of the Security Department.

= =>|n order to ensure the traceability of all travelers, the contact details of the accommodation

in the green and yellow areas must also be communicated to the Expertise France project
manager or the line manager

10.1 Orange and red areas

For the orange and red areas, a list of hotels referenced by the Security Department is available on the
"Security" intranet page. These hotels can be booked and identified on the online tool by the display of
three hearts.

The booking made by Expertise France takes into account the per diem tariffs and the security conditions
of the Security Department for each countryaa.

If these facilities are not available for the dates requested, the Security Department should be contacted
to determine whether the trip should be cancelled/postponed or whether other accommodation facilities

can be authorised on an exceptional basis.

11. CAR RENTAL WITHOUT DRIVER

Short-term car rentals (< 30 days) can be booked online or through the travel agency through approved

rental companies (Avis, Hertz, Sixt, etc.) in green and yellow areas.

The booking of self-drive cars is prohibited in the orange and red areas. In the case of a booking made

by Expertise France, a prepaid voucher is issued and sent to the traveler.

11 See procedure DAF_ Reimbursement of business expenses.
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Conditions Category
8:00- ]
0-50 km m Public transport
22:00 (e) (o)

G-50 km 2200 m VTC or taxi

8:00 OO0
%0-300 km 'il-z pax ﬁ& B - Economy
300+ km 'i2_4 pax ﬁo‘ C - Compact

'i5+ pax % V - Passenger Van

The traveler will ensure that the vehicle is returned with a full tank of fuel and that he does not take out
any additional insurance offered by the hire company's agent in order to avoid the imposition of additional
costs.

As a recap, the provisions of the Highway Code apply in their entirety to persons who use a hired vehicle
on a mission. The driver is personally liable for the traffic offences he commits. Thus, he has to pay any

fines imposed on him and to bear any criminal sanctions (licence suspension, etc.).

It is essential to check the condition of the vehicle when you pick it up in order to avoid any disputes when
you return it.

12. VISA MANAGEMENT

Regardless of the method of booking chosen, visa applications must be made to the service provider
"VSI" (Visa sourire international) by following the "Visa application" procedure available on the "Going on
mission" intranet page.

Payment is handled by the travel agency.

Before sending the visa application, the applicant should ensure that the passport is valid and that all
necessary documents are collected.

The "VSI" service provider accompanies the employees through the necessary formalities and takes care
of the follow-up of the file. It can be reached at the following address:

= Tel: +338 2646 79 19

= Email: contact@vsi-visa.com
13. SUMMARY OF COSTS

If the traveler pays business expenses during the trip, he will advance the expenses or may request an
advance payment prior to the trip.
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On return from the mission, his expenses will be reimbursed after an ERF12 has been issued, either at
actual costs or as a per diem 1z according to the applicable scale (EU 14 , URSSAF-Minefi 15 , other) with
all the supporting documents for his expenses. The claim for reimbursement of business expenses will
be checked and approved by the direct superior (The head office employee) or by the Department to
which the employee reports (Expert employee) or by the prescribing Department (external service
provider).

Validation is a control of expenditure (legitimacy of the expenditure, validity and consistency of the
supporting documents, and in relation to the mission order).

A project/cost centre code is mandatory regardless of the purpose of the claim.

All reimbursements require proof of trip: trip orders, boarding passes/train tickets in electronic or paper

format, original invoices and tickets, receipted accommodation invoices, etc.

14. INVOICES

Invoices for tickets and car rentals booked through the travel agency can be accessed and downloaded

through two online platforms within 24 hours for ticketing and at check-out for hotel bookings.

15. ASSISTANCE

For any urgent cancellation/change request outside the travel agency's opening hours (Monday to Friday

from 8.30 am to 6.30 pm), it is possible to contact the travel agency on the usual number.

The cost of this service (€30 excl. VAT) will be charged to the relevant project code/cost centre.

For any problem related to the use of the "KDS Neo" tool (browsing assistance, flights/trains not available
online, etc.), the employee must contact the travel agency's online support by email or telephone, from

Monday to Friday, from 8.30 a.m. to 6.30 pm:
= Tel: 33186990294 (press 1)

125ee procedure DAF_P09 Reimbursement of business expenses.

13 The per diem is a daily allowance that can be received when travelling abroad or in France, to cover daily needs
at the place of trip.

14 The EU per diem covers accommodation, meals, transport costs within the mission area and sundry expenses.
They are defined according to the country where the mission is performed:
https://ec.europa.eu/international-partnerships/documents-library _en?keyword=per%20diem

15The Minefi per diem is intended to cover the additional food and accommaodation expenses of the travelling
employee:

https://www.economie.gouv.fr/dgfip/mission_taux_chancellerie/frais+
https://www.economie.gouv.fr/dgfip/taux_chancellerie_change (for currency exchange tariffs for per diems).
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16. SECURITY AND PREVENTION

16.1 Specific regimes

The global security policy applies to all persons working on behalf of Expertise France, whatever their
nationality, in proportions that vary according to their contractual relationship with Expertise France, which

determines Expertise France's responsibility for security.
The Security Department organises two types of training:
= Mission risk management,
= E-learning through a private security provider.

The level of risk in the destination country determines the regulatory requirements and the level of
approval required to validate the trip. In order to guarantee a sufficient level of security for the employee,
the latter must anticipate his departure as much as possible by making his request as soon as possible,

at least 15 days before the desired date of trip.

16.2 Risk prevention

Before the mission:
The employee may not leave without making sure:

= To have received the approval of all stakeholders: N+1 and Head of Security for a departure in

orange or red area requiring an ANO/IPD from the First Counsellor of the French Embassy,

= To have read the_advice for travelers, and in particular the "Security" tab, on France Diplomatie,

the website of the Ministry of Europe and Foreign Affairs,

= To be in compliance with entry and residence formalities (passport, visa, etc.) and local
legislation,

= To have performed all the health formalities (notably vaccinations) and medical prescriptions with
the attending physician,

= To have informed AFD's branch managers,

= To be registered on the virtual agency of the private security provider and download the

corresponding app,
= If this is your first departure or deployment to an orange or red area, receive a security briefing,

= To be familiar with the country's security plan and/or specific procedures associated with it,
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To be registered on the Ariane website (for French nationals):

https://pastel.diplomatie.gouv.fr/fildariane/dyn/public/login.html and for those deployed in the

field to be registered at the consulate.

The employee must be in possession of:

His named mission order (if eligible) signed by the duly authorised representative of Expertise
France,

24/7 emergency numbers (Security Department/Regional Security Coordinator if applicable,
security provider hotline, Europ Assistance, Crisis and Support Centre, country embassy
emergency number),

Prescriptions, in the case of medical treatment, to justify the possession of products that may be
illegal in the destination country,

Mission mobile phone (provided by the Information Systems Department): store files (sensitive

data, contacts) on the SIM card and not on the phone.

During the mission:

The employee must:

Ensure his security throughout the mission,

Keeping an eye on personal and professional belongings,
Be careful in your verbal and written communications,

Be cautious about friendships made during the mission,
Stay alert when travelling,

Notify the Security Department/Regional Security Coordinator if applicable (with a copy to the

project manager) of all trips outside the scope of the project (generally limited to one city),
Stay in touch,

Follow the security instructions,

Report information of security relevance to the Security Department,

Report any security issues without delay.

At the end of the mission:

The employee must report to his line manager any significant security-related issue, whether it
concerns him himself or one of his colleagues.
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17. INSURANCE

Any person working on behalf of Expertise France is insured by "Europ Assistance-Gcs

", even without the insurance certificate or a mission order. Guests who do not hold a mission order must

be in possession of an Expertise France invitation letter (model proposed in the booking form).

The insurer's contact details are indicated on the mission order and on the insured cards that can be

downloaded from the "Insurance" intranet page.

In case of administrative needs (visa), a request for a certificate of insurance can be sent to the trip

manager at least 72 hours before the need arises.

GLOSSARY
Term Definition

ANO Notice of no objection (issued by the embassy)

CPS Service agreement

ERF Summary of costs

Hotel service provider available to
Hcorpo employees to book their hotel. A platform of
the same name is also available
to collect the invoices.

IPD Pre-trip information (addressed to

the embassy)

Minefi The Ministry of Economy, Finance and Recovery
is responsible for the management of public
finances and the economic policy of the

French State

No-show Passenger's failure to show up for their flight

with a booked ticket

KDS Neo Software solution that allows employees

to book their trips independently

Offline Agency-assisted trip booking

request

MO Mission order

Online Inventory of bookable services online
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Opentext

Online portal for employees to retrieve trip
invoices

booked online and offline

Per diem

Daily allowance that can be received while
travelling abroad or in France, to cover daily
needs

at the place where the trip is made

EVP

Expertise France Travel Policy

SAP Concur

Software solution that allows employees to
enter Mission Orders

Pro-Corpol/flexible tariff

Unrestricted/changeable rate and
refundable without charge

Standard/semi-flexible tariff

Constrained/changeable with penalties and non-
refundable (some airlines offer refundable tariffs
with or without penalties)

Voucher Voucher issued for a hotel booking or car
rental justifying the pre-
payment of the service

VTC Transport car with driver
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Annex 5 Per diem rates - 25 July 2022(5).pdf
Current per diem rates

This document is composed of two lists:
1. The first list contains rates applied as from 25 July 2022.

Per diem have been adapted according to Commission Decision C(2021)35 authorising the use
of unit costs for travel, accommodation and subsistence costs under an action or work
programme under the 2021-2027 multi-annual financial framework.

N.B.: Only the countries and rates indicated in blue are aligned to the rates of the Decision,
while other rates remain those applied as from 17 March 2017.

2. The second list contains the rates applied as from 17 March 2017.

Please refer to the contractual conditions to determine the applicable per diem rates (e.g. the
budget and the terms of reference of the contract).

In the framework of EC-funded external aid contracts, the per diem must not exceed the rates detailed
hereunder.

Per diems cover accommodation, meals, local travel within the place of mission and sundry
expenses. Travelling time for the purpose of a mission is to be regarded as part of the mission.
NB. : Travel undertaken by the expert for mobilisation and demobilisation as well as for leave
purposes shall not be considered as working days or a mission, and will not be subject to payment of
per-diems.

Dans le cadre des contrats d'aide extérieure financés par la Commission les per diem applicables ne
peuvent pas excéder les barémes détaillés ci-dessous.

Les per diem couvrent le logement, les repas, les frais de transport a l'intérieur du lieu de mission et
les frais divers. Les déplacements effectués pour les besoins d’'une mission doivent étre considérés
comme faisant partie de la mission.

N.B. : Les voyages entrepris par l'expert en vue de sa mobilisation et de sa démobilisation ainsi que
pour ses congeés ne peuvent pas étre considérés comme des jours de travail ou comme une mission
et ne donneront pas lieu au paiement d’'indemnités journaliéres.





LIST 1 - containing adapted rates for the countries covered by Decision C (2021) 35.

Austria 228
Belgium 239
Bulgaria 167
Croatia 179
Czechia 177
Cyprus 208
Denmark 282
Estonia 187
Finland 259
France 268
Germany 216
Greece 189
Hungary 169
Ireland 247
Italy 212
Latvia 168
Lithuania 163
Luxembourg 261
Malta 229
Netherlands 236
Poland 170
Portugal 192
Romania 171
Slovakia 172
Slovenia 197
Spain 205
Sweden 275
OTHER COUNTRIES €

Afghanistan 215
Albania 151
Algeria 242
American Samoa 225
Angola 378
Anguilla 372
Antigua and Barbuda 329
Argentina 243
Armenia 185
Aruba 351
Australia 329
Azerbaijan 206
Bahamas 372
Bahrain 298
Bangladesh 140
Barbados 406
Belarus 198
Belize 235
Benin 125






Bermuda
Bhutan

Bolivia

Bosnia and Herzegovina
Botswana

Brazil

Brunei

Burkina Faso
Burundi
Cambodia
Cameroon
Canada

Cape Verde
Cayman Islands
Central African Rep.
Chad

Chile

China

Colombia
Comoros
Congo

Congo, Dem. Rep.(RDC)
Cook Islands
Costa Rica
Cote d'lvoire
Cuba

Djibouti
Dominica
Dominican Republic
Ecuador

Egypt

El Salvador
Equatorial Guinea
Eritrea

Ethiopia

Fiji

Gabon

Gambia
Georgia

Ghana
Grenada

Guam
Guatemala
Guinea

Guinea Bissau
Guyana

Haiti

Honduras

Hong Kong
Iceland

India

Indonesia

Iran

Iraq

Israel

Jamaica

Japan

Jordan
Kazakhstan
Kenya

364
121
176
155
261
182
166
229
234
170
219
308
181
328
163
200
242
217
197
194
246
267
297
200
224
254
176
325
245
230
217
217
241
227
200
237
316
195
214
376
375
361
175
247
125
222
208
195
354
275
229
251
21
260
292
296
289
200
258
281






Kiribati 117
Korea, Dem.Peo.Of 165
Korea, Republic of 402
Kosovo ! 152
Kuwait 341
Kyrgyzstan 171
Laos,People's Dem.Rep. 165
Lebanon 224
Lesotho 103
Liberia 277
Libya 196
Liechtenstein 215
Macao 230
North Macedonia 145
Madagascar 189
Malawi 176
Malaysia 187
Maldives 321
Mali 227
Marshall Islands 179
Mauritania 145
Mauritius 203
Mexico 322
Micronesia 200
Moldova 213
Monaco 299
Mongolia 181
Montenegro 158
Montserrat 217
Morocco 204
Mozambique 226
Myanmar 127
Namibia 128
Nauru 197
Nepal 160
Netherlands Antilles 276
New Zealand 316
Nicaragua 194
Niger 213
Nigeria 227
Niue 229
Norway 225
Oman 297
Pakistan 226
Palau, Republic of 275
Panama 230
Palestine? 200
Papua New Guinea 333
Paraguay 235
Peru 227
Philippines 259
Puerto Rico 342
Qatar 402
Russian Federation 251
Rwanda 196

! This designation is without prejudice to positions on status, and is in line with UNSCR 1244/1999 and the ICJ Opinion on the Kosovo
declaration of independence

2 This designation does not entail any recognition of Palestine as a state and is without prejudice to positions on the recognition of
Palestine as a state.





Samoa

Sao Tome & Principe
Saudi Arabia
Senegal

Serbia

Seychelles

Sierra Leone
Singapore
Solomon Islands
Somalia

South Africa

Sri Lanka

St. Kitts and Nevis
St. Lucia

St.Vincent & the Grenades

Sudan

South Soudan
Suriname

Swaziland
Switzerland

Syrian Arab Republic
Tajikistan

Tanzania, United Rep.
Thailand

Timor Leste

Togo

Tokelau Islands
Tonga

Trinidad and Tobago
Tunisia

Turkey

Turkmenistan

Turks and Caicos Island
Tuvalu

Uganda

Ukraine

United Arab Emirates
United Kingdom
United States of America
Uruguay

Uzbekistan

Vanuatu

Venezuela

Viet Nam

Virgin Islands(British)
Virgin Islands (USA)
West Bank & Gaza Strip
Yemen

Zambia

Zimbabwe

204
175
360
275
165
285
229
364
253
190
166
21
386
296
253
207
225
174
158
258
225
179
21
209
151
162

87
213
322
159
171
235
363
205
204
202
349
276
343
226
200
338
138
159
425
425
201
142
196
199






LIST 2 containing the rates applied as from 17 March 2017.

Please refer to the contractual conditions to determine the applicable per diem rates (e.g. the
budget and the terms of reference of the contract).

EU Member States €
Austria 225
Belgium 232
Bulgaria 227
Croatia 180
Czechia 230
Cyprus 238
Denmark 270
Estonia 181
Finland 244
France 245
Germany 208
Greece 222
Hungary 222
Ireland 254
Italy 230
Latvia 211
Lithuania 183
Luxembourg 237
Malta 205
Netherlands 263
Poland 217
Portugal 204
Romania 222
Slovakia 205
Slovenia 180
Spain 212
Sweden 257
OTHER COUNTRIES €
Afghanistan 215
Albania 180
Algeria 332
American Samoa 225
Angola 378
Anguilla 372
Antigua and Barbuda 329
Argentina 243
Armenia 151
Aruba 351
Australia 329
Azerbaijan 293
Bahamas 372






Bahrain
Bangladesh
Barbados
Belarus

Belize

Benin

Bermuda
Bhutan

Bolivia

Bosnia and Herzegovina
Botswana
Brazil

Brunei

Burkina Faso
Burundi
Cambodia
Cameroon
Canada

Cape Verde
Cayman Islands
Central African Rep.
Chad

Chile

China

Colombia
Comoros
Congo

Congo, Dem. Rep.(RDC)
Cook Islands
Costa Rica
Cote d'lvoire
Cuba

Djibouti
Dominica
Dominican Republic
Ecuador

Egypt

El Salvador
Equatorial Guinea
Eritrea

Ethiopia

Fiji

Gabon

Gambia
Georgia

Ghana
Grenada

Guam
Guatemala
Guinea

Guinea Bissau
Guyana

Haiti

Honduras

Hong Kong
Iceland

India

Indonesia

Iran

Iraq

298
140
406
208
235
125
364
121
176
159
261
182
166
229
234
170
219
308
181
328
163
200
242
217
197
194
246
267
297
200
224
254
176
325
245
230
266
217
241
227
200
237
316
195
198
376
375
361
175
247
125
222
208
195
354
349
229
251
211
260






Israel

Jamaica

Japan

Jordan

Kazakhstan

Kenya

Kiribati

Korea, Dem.Peo.Of
Korea, Republic of
Kuwait

Kyrgyzstan
Laos,People's Dem.Rep.
Lebanon

Lesotho

Liberia

Libya

Macao

North Macedonia
Madagascar
Malawi

Malaysia

Maldives

Mali

Marshall Islands
Mauritania
Mauritius

Mexico

Micronesia
Moldova

Monaco

Mongolia
Montenegro
Montserrat
Morocco
Mozambique
Myanmar

Namibia

Nauru

Nepal

Netherlands Antilles
New Zealand
Nicaragua

Niger

Nigeria

Niue

Norway

Oman

Pakistan

Palau, Republic of
Panama

Papua New Guinea
Paraguay

Peru

Philippines

Puerto Rico

Qatar

Russian Federation
Rwanda

Samoa

Sao Tome & Principe

361
296
289
289
258
281
117
165
402
341
171
165
260
103
277
204
230
158
189
176
187
321
227
179
145
203
322
200
139
299
181
134
217
203
226
127
128
197
160
276
316
194
213
227
229
275
207
226
275
230
333
235
227
259
342
402
251
196
204
175






Saudi Arabia

Senegal

Serbia

Seychelles

Sierra Leone
Singapore

Solomon Islands
Somalia

South Africa

Sri Lanka

St. Kitts and Nevis

St. Lucia

St.Vincent & the Grenades
Sudan

South Soudan
Suriname

Swaziland
Switzerland

Syrian Arab Republic
Tajikistan

Tanzania, United Rep.
Thailand

Timor Leste

Togo

Tokelau Islands
Tonga

Trinidad and Tobago
Tunisia

Turkey

Turkey Istanbul
Turkmenistan

Turks and Caicos Island
Tuvalu

Uganda

Ukraine

United Arab Emirates
United Kingdom
United States of America
Uruguay

Uzbekistan

Vanuatu

Venezuela

Viet Nam

Virgin Islands(British)
Virgin Islands (USA)
West Bank & Gaza Strip
Yemen

Zambia

Zimbabwe

360
275
158
285
229
364
253
190
166
211
386
296
253
207
225
174
158
348
185
179
211
209
151
162

87
213
322
141
162
222
235
363
205
204
290
349
276
343
226
200
338
138
159
425
425
201
142
196
199







image1.jpeg
EXPERTISE
FRANCE
=

GROUPE AFD




image2.jpg
EXPERTISE
FRANCE
|

GROUPE AFD




