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Agreement [leading organising institute] – [local organising institute]
Organisation of a training course in [title training course]

[local organising institute],
[address llocal organising institute]
represented by [name and title of head of local onganising institute], 
referred to below as “[acronym local organising institute]”, 

and the [leading organising institute], 
[address leading organising institute]
represented by [name and title of head of leading onganising institute],
referred to below as “[acronym leading organising institute]”


Article 1. Object of this agreement

1.1. The [acronym leading organising institute] and the [acronym local organising institute] agree to organize a regional training course on “[title training course]” in [dates when the training course will take place].

1.2. The description of this training course is attached as Annex 1 to this agreement (Call for application).

1.3. The course will be organized at the [acronym local organising institute] from [dates when the training course will take place].

1.4. Practical and logistic aspects involving the course for the [number] participants will be organized by the [acronym local organising institute].

1.5. The scientific content of the training course will be handled by [name leading organiser], scientist at the [acronym leading organising institute] [email address leading organizer] and [name local organizer], [acronym local organising institute] [email address local organizer].
 
1.6. [number] participants will be selected by both scientific officers of the [acronym leading organising institute] and the [acronym local organising institute]. Their participation will be financed by the [acronym leading organising institute] through an agreement signed with the [name and acronym of funder(s)] which provides the necessary funding.

Article 2. Contribution of [acronym local organising institute]

2.1. 	The [acronym local organising institute] provides logistic and technical support for the organization of the training according to the available budget (see Annex 2) and to the description of expenses (see Annex 3).

2.1.1. 	Logistics related to the participants :
· A person in charge of the logistic support to the participants shall be appointed by the [acronym local organising institute]. This person will be the contact person of the participants for all practical questions related to their training at the [acronym local organising institute].
· The following shall be organized :
· Confirmation to the selected participants of their selection and communication of necessary practical information for participation to the training; 
· Information to participants on visa procedure to enter [country where training takes place] and if necessary help in request process; 
· Give clear and precise information to the participants on the conditions of the scholarship and the expenses covered by the scholarship and request their agreement on these conditions. 
· Travel of participants from their place of residence to [place where the training takes place] (providing the international plane tickets) and transportation to the accommodation; 
· Accommodation in student’s guest house (or equivalent) close to the [acronym local organising institute];
· Organization of coffee breaks and lunches during the training;
· Organization of field trip visit (including bus renting, accommodation and meals);
· Provide information to participants on practical details (bank services, health services, library, etc.) during their stay in [place where the training takes place];
· Disburse per-diems and reimburse any agreed-upon costs (upon presentation of receipts);
· Provide assistance to participants in case of problems encountered during their stay that are not related to the scientific content of the training.

2.1.2. 	Logistics related to the training :
· Provide a classroom and any needed laboratories for the duration of the training course.
· Organise the classroom with the following equipment:
· Board;
· LCD projector;
· 1 PC (or Laptop) for the trainers;
· 1 binocular/microscope per pair of participants;
· 1 binocular for the trainers that connects to the microscope and LCD projector.
· Organize a closing ceremony for the training course, with awarding of certificates

2.1.3. 	Logistics related to the participation of the participation of external experts :
· Travel of experts from their place of residence to [place where the training takes place] (providing the international plane tickets) and transportation to the accommodation; 
· Information on visa procedure to enter [country where the training takes place] and if necessary help in request process; 
· Accommodation in [place where the training takes place] close to the [acronym local organising institute] – reservation and payment of the bill by the [acronym local organising institute].

2.1.4. 	Logistics related to the participation of the [acronym leading organising institute] scientific officers :
· Reservation of accommodation in [place where the training takes place] close to [acronym local organising institute]. 
· 
2.2. 	Organization of the training course:
· The training programme will be prepared by the [acronym local organising institute] scientific officer, [name], in collaboration with the [acronym leading organising institute] scientific officer, [name];
· The [acronym local organising institute] will join in the selection of participants by assessing the applications. After discussion with the [acronym leading organising institute] officer a ranking of the applicants shall determine the list of selected applicants. (This selection will have to be approved by the [acronym of the funder(s)]);
· The [acronym local organising institute] officer and staff will assist in the courses, but most sessions will be taught by the [acronym leading organising institute] scientific officers and the external experts [names of the external experts and names of their institutions]; 
· The [acronym local organising institute] will organize a training assessment session and a closing session for the awarding of certificates;
· The [acronym local organising institute] shall provide all participants with a mailing list to allow future contact between participants and the different speakers.

2.3. 	For all expenses agreed on related to the organization of this training course, the [acronym local organising institute] shall submit a financial report to the [acronym leading organising institute] scientific officer, [name leading organizer], with all copies of bills, invoices or receipts with copy to [name and email address of the administrative coordinator of the leading organizing institute]. A template for the financial report is provided in Annex 4. This report will be analysed by the [acronym leading organising institute] accountancy and after their approval, the [acronym local organising institute] will send the final version signed per regular mail.

2.4. 	A report of activities shall also be completed and sent to the [acronym leading organising institute] scientific officer (with copy to the [acronym leading organising institute] training coordinator). A template for the report is provided in Annex 5.

2.5. 	The [acronym local organising institute] ensures the good transmission of the necessary reports, mentioned in 2.3 and 2.4, to the [acronym leading organising institute] within a maximum period of two (2) months after the completion of the training (deadline : [date]).

2.6. 	In case of non-submission of the reports mentioned in 2.3 and 2.4, the [acronym local organising institute] will be obligated to reimburse the financial support received from the [acronym leading organising institute] for the missing proofs and/or reports.


Article 3. Contribution of [acronym leading organising institute]

3.1 	The [acronym leading organising institute] will :
· Join in the selection of participants by assessing the applications. After discussion with the [acronym local organising institute] a ranking of the applicants shall determine the list of selected applicants;
· Submit the selection to the [acronym(s) of funder(s)] for approval (as the selection done jointly with the [acronym local organising institute] must be officially approved by the  [acronym(s) of funder(s)]);
· Inform the [acronym local organising institute]of the agreement of the  [acronym(s) of funder(s)]on the selection,. The list of selected candidates will then be official;
· Transmit to the [acronym local organising institute]all information necessary for a successful implementation and follow-up of the training;
· Help to organize the training programme in collaboration with the [acronym local organising institute];
· Be responsible for the scientific contents of the training session together with the [acronym local organising institute];
· Select, jointly with the [acronym local organising institute], the experts contributing to the training programme;
· Participate during the training programme by giving lectures or practical sessions: [name leading organizer]; 
· Purchase the didactic material needed for the course and bring it to the [acronym local organising institute].

Article 4. Financial Agreement

4.1. 	The budget approved for the necessary expenses in [country where training takes place] for the training is [amount], as described in Annex 2 of this contract. This amount will be deposited by the [acronym leading organising institute] to the [acronym local organising institute] bank account 	after signature of this convention and selection of the participants.

	Name of Account Holder
	[acronym local organising institute]

	Address of Account holder
	[address local organising institute]

	Bank Name
	[name bank]

	Branch Address
	[address bank]

	Account number
	[account number local organising institute]

	Bank Branch
	[name of branch bank]

	Swift Code
	[swift code bank]




4.2. 	The part of the budget which is intended for expenses to be made in [country where training takes place] will be transferred by the [acronym leading organising institute] to the [acronym local organising institute], where it will be managed directly by the [acronym local organising institute] officer in charge, [name local organizer].

4.3. 	Only expenses in compliance with the budget proposal as per annex 2 of this contract and described in annex 3 are allowed. No other cost will be admitted. 
	 
4.4. 	A complete financial report covered by this agreement must be sent by e-mail to the [acronym leading organising institute] scientific officer in charge, [name leading organizer] with copy to [name and email address of the administrative coordinator of the leading organizing institute], at the latest on [date].

4.5. 	The copies of the invoices/justification documents related to the local expenses must be presented in the order of the budget lines and numbered in accordance with the financial report.

4.6. 	For the justification documents, the exchange rates are needed : exchange slip, invoices/receipts of the exchange operations, or print-out of an official source mentioning the exchange rate. 

4.7. 	After the approval of the financial report, in case of a credit balance, the [acronym local organising institute] will transfer back the credit balance to the [acronym leading organising institute] bank maximum one month after the financial report approval. 

Article 5. Annexes

The annexes to this contract are an integral part of this contract :
Annex 1 : Description of the training course ( text – call for application)
Annex 2 : Budget
Annex 3 : Description of expenses
Annex 4 : Financial report
Annex 5 : Report of activities


Article 6. Disputes

6.1. 	Both parties undertake first to settle any dispute amicably.

6.2. 	The Courts of [city] have sole jurisdiction, should a dispute have to be settled by legal means.

6.3. 	For any clause not expressly provided for in this agreement, the parties refer to the relevant articles of the [civil code] as well as jurisprudence and case law on this matter applicable in [country of the leading organizing institute].


Article 7. Date of entry into force

7.1 	Both parties are requested to sign the agreement on the last page. All pages of this agreement and its annexes should be initialled by the signatories. 

7.2 	This agreement shall enter into force on the date on which the last party signs.


This contract is made in twofold. Each party acknowledges having received an original copy of the agreement.


	For the [acronym leading organising institute]:

In [place], 
On ……………………………………[date] 

	For the [acronym local organising institute]:

In [place],
On ……………………………….. [date]

	


…………………………………………………
	


……………………………………………

	
[name and title of head of leading onganising institute]
	
[name and title of head of local onganising institute]
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