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This manual is prepared within the framework of Community Based Approach to Local Development (CBA) Project that is financed by EU, co-financed and implemented by UNDP Ukraine. Ideas, conclusions and recommendations belong to authors and compilers of this manual and can diverge from official EU / UNDP opinions. 
For further information please contact us: 

Community Based Approach to Local Development (CBA) Project
Address: 3, Ivana Mazepy Str., Offices 109-110, Kyiv 01010

Tel. / Fax: +380 44 280 3618, 289 4358

Web site: http://www.cba.org.ua 
Joint EC-UNDP initiative - the Community Based Approach to Local Development (CBA) Project - was launched in September 2007 and is meant to create an enabling environment for long-term self-sustaining social-economic and community development at local level by promoting local self-governance and community-based initiatives throughout Ukraine. The Project is founded on the achievements of ABD approach that presupposes that community organizations, local authorities and self-government bodies identify community needs and priorities to manage and monitor participatory local process for a sustainable social-economic development and efficient public service delivery. The initiative is funded by European Commission within the framework of technical assistance Programme and co-financed and implemented by United Nations Development Programme (UNDP) Ukraine with the assistance of the Government of Ukraine.
European Union is a union of 27 European democratic and economically developed countries. Its basic executive body is the European Commission, Delegation of which was opened in Ukraine in 1993. The main target of Delegation of the European Commission to Ukraine is to favour political and economic relations between EU and Ukraine; to raise the level of awareness about European Union, its bodies and programmes; to control realization of Partnership and co-operation agreement; as well as implementation of technical assistance Programme.
United Nations Development Programme (UNDP) is a global UNO development network, an organization that supports positive changes and provides countries with access to sources of knowledge and resources to help people all over the world in building better life. We cooperate with 166 countries of the world, helping them to find their own ways of solving global and national development problems. Improving their potential, they can use experience and knowledge of UNDP team and our partners.
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Introduction

Community problems and ways of solving them
Every community has some problems to be solved. 
Potential problems for a community of a multi-storey building are as follows: bad (unsatisfactory / dangerous / pre-dangerous) repair of building structures; absence / bad state of water supply, gas, heating etc. systems; insufficient level of energy conservation; bad improvement of neighbouring territory etc.

Potential problems for a community of a certain street in a village or town are as follows: absence / bad state of water supply, gas, sewerage etc. systems; bad repair of street paving and absence of street lighting etc. 
Potential problems for a community of a certain settlement or micro-district are the ones mentions above, as well as the problem of its remoteness from social infrastructure facilities (such as educational and child-care establishments, health-care, culture institutions, shops etc.), unsatisfactory state of either buildings or services offered there.
Some of the problems were laid when elaborating settlement development plans due to: low-quality settlement planning; inaccurate considering of their development perspective; absence of such plans; or their delayed updating. Other problems appeared as a result of amortization or obsolescence of buildings and constructions, as well as their delayed repair / renovation. Some other problems appear so far as standards of living raise, and people want to live better. 
Solving of community’s problems in the period of rigorous centralized planning, financing and decision-making was systemic and timely enough. Some of the problems were solved by local authorities, the rest – by relevant line ministries and departments responsible for functioning of these facilities.
As of today national and local authorities, as well as owners of neglected agricultural and industrial enterprises have no former possibilities (first and foremost, financial ones) to solve the problems mentioned above; in many cases there are no any owners. Some of the facilities have been given onto the books of local authorities unable to provide them with proper financial support.
Currently, only emergency problems tend to be solved, including overcoming consequences of accidents and catastrophes. At best, the problems are solved when some funds are discovered in budget of village council (VC), city council (CC) or oblast council; in fact, they are financed on the leftover principle. 
In its turn, instances when local community manages to solve its problems unassisted are still solitary; thus, such a practice has not became a system yet. As a rule, majority of communities face their problems one on one, without actual assistance from authorities, as well as without any perspective of their salvation. Community Based Approach to Local Development (CBA) Project suggests a real mechanism for communities to solve their basic problems with the help of donors. 
______________________________________________________
CHAPTER 1. Brief Description of the CBA Project
1.1 CBA Project as a Mechanism of Helping Communities to Solve their Problems 
To solve problems of territorial communities CBA Project suggests application of a special mechanism that presupposes:
· Formation of self-governing community organisations undertaking self-help initiatives in partnership with local authorities to restore basic social and communal infrastructure and services and improve living conditions. 
· Creation of appropriate support structures of community organizations at rayon and oblast levels and laying the foundations for long-term partnership between them.
· Improvement of institutional capacities of community organizations and local authorities to identify community needs and priority, to manage and monitor participatory local process for a sustainable social-economic development and efficient public service delivery.  
· Implementation of priority projects of target communities (as pilot community micro-projects in frames of the CBA Project) to consolidate experience gained by CO and all its counterparts
· Promotion of practical experience at grassroots level throughout Ukraine in participatory planning, decision-making and social action with a view to providing inputs for policy and legal reforms towards regional / local sustainable development, administrative and fiscal decentralisation and consolidation of local democracy
1.2. CBA Guidelines and their Function
1.  Manual on the CBA Project implementation. Meant for Project Management Team (PMT) and Oblast Implementation Units (OIU) the manual outlines: 
· Project justification
· Principles of its implementation strategy, modus operandi, and estimated results
· Main CBA implementation stages from launching till completion of the Project and creation of an enabling environment for self-sustainable community development 
· Critical aspects of promoted by the CBA Project the community-based approach
· Project Structure: management, partnership, monitoring and visibility structures
· Samples of CBA Basic Actions / Agreements
2.  Manual for Community Organizations. Meant for COs of different legal forms the manual outlines:  
· Detailed description of target community’s activities in the process of the Project implementation 
· Recommendations concerning CO activities after the Project implementation 
· Principles of CO activities for the purpose of improving living conditions and creating an enabling environment for self-sustaining community development 
· Samples of CBA Basic Actions / Agreements 

3.  Technical Manual on Communities’ Micro-Projects Realization (the given Manual). Meant for OIU teams, community organizations, as well as members of functional groups (FG) and CO-MU the manual outlines: 
· Detailed step-by-step description of technical aspects of communities’ micro-projects (MP) realization 
· Role and functions of implementing partners at each stage of community MP realization
· Samples of CBA Basic Actions / Agreements
It is anticipated that valid interpretation of technical aspects of MP realization process will help community members to:

· Identify basic community problems and needs, as well as the scope of works necessary for their realization
· Define a priority problem (community MP) and specify the scope of works and procurement of basic materials / services for its salvation
· Organize and make competitive tenders to select contractors and procure materials / services 
· Appraise actual total priority micro-project cost
· Prepare micro-project proposal (MPP) to realize community MP in the framework of the CBA Project 
· Monitor accomplishment of works in the framework of MP realization 
· Provide sustainable operation of a community’s project after MP realization 

1.3. CBA Major Action's Priorities
When choosing priority problem CO should take into consideration CBA major action’s priorities (should a need arise, CO plans can be corrected to meet the priorities described below): 
· Healthcare. CBA supports all existing and potential healthcare institutions (local health posts (LHP), outpatient clinics, family outpatient clinics, in particular, district doctors and municipal hospitals) on the territory of a municipality. Community micro-projects presuppose repair of healthcare institution or purchase of required equipment.
· Energy efficiency. In frames of this priority sphere CBA supports healthcare posts, as well as other community facilities (secondary comprehensive schools, kindergartens, community centers, sports and communal facilities). Community micro-projects presuppose taking warmth conservation (replacement of windows, doors, heat insulation of façade, floor, attic, roof covering, repair of ventilation system etc.) or energy conservation (repair or replacement of existing heating system with more financial and energy saving one; installation of alternative renewable sources of energy, etc.) measures. Should a need arise, CO provides justification of warmth and energy efficiency. 
· Environment. CBA supports measures for utilizing domestic waste; either liquidating or restricting negative influence of existing on the territory of a community sources of contamination (burial grounds for animal refuse and pesticide storages, as well as refuse dump); lowering the level of ground water that either under-floods basements of residential buildings or small holdings. 
· Water management. CBA supports measures for improving existing fresh water supply systems or constructing new water supply systems; repairing existing or constructing new sewerage systems, as well as creating favourable conditions to irrigate small holdings 
· School transportation. CBA supports effort of remote communities to procure new school buses to drive pupils to educational and child-care facilities.
1.4. CBA Financing Restrictions and Co-Financing Requirements 
The CBA Project has only one obligatory restriction and only one obligatory requirement. 
Restriction regards maximum UNDP / CBA contribution that makes up 50% of total MP cost but does not overdraw $ 10 000 (at the official UNDP rate).
Obligatory requirement is contribution from a Community Organisation. CO contributes to project implementation either by money or by kind (for instance infrastructure works) for an amount of at least 5% of project's budget.
The rest terms of MP co-financing by CO partners are specified in separate MPs. These requirements are described in other CBA Guidelines.
_________________________________________
CHAPTER 2. Selection of Community’s Micro-Project
To select a micro-project to realize, CO passes through the following stages:




2.1. Identifying Basic Community Problems and Needs 
A community should identify its problems and needs in line with peculiarities of objects; realizing problems connected with these objects, as well as reasons of their appearance and consequences of their salvation. In many cases seemingly plain problems turn out deeper and need accomplishment of larger scope of works.
For instance, to solve problems of operation of engineering pipelines and systems (problems of water, energy, heat supply systems, sewerage system, in particular) one should make certain in the absence of “narrow places” in the whole system infrastructure, and not only in the problem part. In such a case when a community of a multi-storey building selects water supply problem, it is going to replace inner network and equipment. Meanwhile, the problem may also lie in disrepair of some remote from the building part of water supply system or even water source. Thus, to solve the problem completely, a community will have to repair all constructions mentioned above.
Another example. A community wants to repair floor covering, walls and ceiling on the first floor of a community facility without discovering the cause of their unsatisfactory state. The reasons may include roof leaking and / or absence of ventilation in the premises; raised level of ground waters and, as a result, increased humidity inside the building. Therefore, to solve the selected problem, a community needs to considerably increase the number of pre-identified tasks. See “Manual for Community Organizations” for further details.
2.2. Pre-Estimation of Basic Community Needs and Problems 
Every problem has its own specificity, its peculiarities, so, to define properly the number of works and costs, a community should attract respective specialists, either from community members, or from rayon and oblast services and institutions (supervisory, operational, design engineering, and building, in particular).
Such an estimation of problems is very important, therefore, it should be reliable (in fact, it will be preliminary). Thus, a community can divide all identified problems into two main groups: problems-‘desires’ (too expensive and complicated to be currently solved) and problems-‘needs’ (more real, possible to be solved in the nearest future and consequently interesting for further elaboration). 

There are several ways of calculating cost at the pre-estimation stage:

· For problems with limited scope of construction / repair works, one should order their cost estimate with the help of special-purpose computer programmes (submitting approximate list of works and actual scope of the site to a specialist)

· For problems with wide scope of construction / repair works, one can use existing analog objects, i.e. a neighbouring community could perform similar works, thus, a community can assume their cost as a basis and recompute them, taking into account other actual scope of a community object and inflationary component 
· Price of goods and materials is the most credible when it is received directly from suppliers / producers of these goods / materials in form of price-lists 
2.3. Selection of Priority Problem – Community’s Micro-Project 
After selection of community’s problem, its elaboration and pre-estimation CO should select its priority problem to be solved in the framework of the CBA Project. This problem will be considered a community micro-project (MP). See “Manual for Community Organization” for further details.
CBA imposes several requirements to MPs, described in Chapters 1.3 and 1.4. 
2.4. Requirements to MP Priorities 
To solve a community problem completely, secure functionality of engineering systems, safety and durability of buildings, steadiness of CO micro-projects, as well as to teach community members these principles CBA imposes the following requirements to meet certain priorities in the process of identification of MP work scope: 
· Engineering pipelines and systems – water, heat, energy supply systems. While defining the scope of works to be accomplished in frames of MP, it is necessary to use priority approach and diagnose engineering pipelines and systems from the source of water / heat / energy supply to the place of water / heat / energy consumption. For instance, main water pipeline is worth repairing only on condition that the state of water supply source is proper; quality of water meets currently in force requirements and standards; water supply source has high capacity (debit). Head system is worth repairing only on condition that the state of water main and water supply source is satisfactory etc. 
· Engineering pipelines and systems – sewerage systems. When installing new / repairing / renovating a sewerage system priority should be sorted out in reverse order – from yields (catch-pit, sewage disposal plant) to inner distribution network.
· Problem of domestic waste utilization. It is necessary to monitor and secure operating capacity of the whole string – from the place of refuse storage / utilization to equip a sanitary landfill and on condition that the problem of its transportation is solved 
· Buildings – LHPs, schools, kindergartens etc. First, it is necessary to make sure in strength and safety of bearing structures (basements, bearing walls and bridging). Then, it is necessary to secure integrity of external protecting structures (roof, walls, windows and doors). It is only possible to repair / renovate inner engineering systems after having met described above priorities. The next stage is accomplishment of finishing etc. repair works. Finally, equipment procurement (for medical facilities, for instance) is only allowed on condition that premises are ready and equipment will be carefully protected. 
__________________________________________
CHAPTER 3. Detailed MP Preparation
Steps that CO makes in the process of MP detailed preparation are as follows:






3.1. Selection of Functional Group 

The first stage in MP preparation presupposes that CO selects a functional group (FG) consisting of 5 members (later in line with the decision of CO General Meeting, FG can serve as a tender committee that consists minimally of 5 people).
At least one FG member should have specialist technical knowledge in the field of selected problem and MP site. Optimally, this is a person with construction engineering education and / or experience of design / construction / maintenance of similar sites; this person can be charged with maintaining and serving of the site after accomplishment of repair works.
FG is responsible for further MP preparation and realization. To achieve professionalism in MP justification and preparation, FG can attract respective specialists (namely, lawyers, economists, architects, builders, officials). Thus, at rayon level FG can apply to Local Development Forum (LDF), while at oblast level it can request assistance from Oblast Coordination Council (OCC) and CO partners, local, rayon, oblast executive bodies and community sponsors, in particular. 
3.2. Technical Survey of the Site 

3.2.1. Assessment of Documents 
FG has to accumulate, analyse and assess all documents related to community’s MP (site). The documents include (though in many cases only some of them are found):
· Project documents at different stages of designing, including preliminary materials that contain the most thorough information about technical characteristics of the site; while use of these documents will help to save up.  
· As-built documentation prepared in the process of the site construction (general builder's diary, field supervision over construction works, jobs acceptance certificate etc.). These documents may contain additional data about changes of design (that are not reflected in project documents of a site owner), remarks made by supervisory bodies (absence of record of their correction may be an evidence of further existence of defects, and it is defects that could cause current problem) etc. 
· Materials of the site survey by different institutions during the period of its existence and functioning, such as: State Architectural-and-Construction Surveillance Inspectorate (SACSI), departmental commissions (for instance, Rayon Education Inspectorate that controls the way educational establishments get ready for a school year), Extraordinary Commissions (set up as a result of emergency situations, destruction of the site after either natural disasters or fire etc.)
· Materials of the site owner / authorities long-term plans (such as plans to repair the site the following financial year; intention to either rehabilitate the site or construct new premises) 
All these materials may contain interesting ideas that will allow the community FG to identify priority of the site development, save time and costs spent on MP preparation.
3.2.2. Site Survey 
The next stage is detail survey of the site (attracting respective specialists or outside agencies, should a need arise). In case of quality problem pre-study, a community has already identified number of constructions / buildings / facilities that influence on the problem salvation; thus, all of them have been included into the structure of community site. 
It is necessary to assess all these constructions / buildings / facilities to estimate their actual technical state, decrepitude degree of basic constructions, as well as obtaining of required site design without certain history data. Moreover, it is necessary to calculate precise proportions of basic constructions, blocks and details, stud, sight width and height etc. with factual measurement of construction elements and building parts. 
While assessing buildings / constructions, one should follow labour protection rules and safety engineering, as well as attract representatives from the owner, supervisory and maintenance bodies. 
In individual cases (for instance, if the building is neglected, state of bearing structures is emergent and threaten people’s health) survey can only be carried out by expert assessment institutions.
3.2.3. Writing Acts and Conclusions on the Basis of Site Survey 
It is necessary to summarize assessment of documents, site survey and analysis of obtained results in a report. 
Generally, a report contains: 

· Information about technical documents, description of design, findings of unfortunate / obsolete decisions.
· Description of construction method, noting design deviations in the process of construction
· Data characterizing design and factual operation regime of building / construction structures 

· Description of technical state of constructions / building / structure (given separately for every construction / building / structure, with information about factual measurement, photo materials). Samples of documents mentioned above are given in Annex 3.1.
· Deficiency act (drawn up separately for every construction / building / structure; besides, it contains a brief explanatory note, information about factual measurement and formulae of identifying the scope of every kind of works, should a need arise). Sample of this document is given in Annex 3.2.
On the basis of evaluation, technical drawings and cost estimate are made or ordered for maintenance repair works (see Annex 3.3.). 

3.3. Ordering TD-CA, Use of its Results 
Procedure of ordering technical drawings and cost estimate (TD-CE) depends on the type and scope of works ex ante.

To perform maintenance repair works TD-CE can be elaborated by either a physical entity, FG member, CO member or other person with respective education and qualification or an outside institution (in compliance with CO decision). Cost of such a TD-CE is usually low, that is why either CO or its partner can pay for it, or an architect can do it for free, as a charitable contribution. Elaboration may take from several days up to 1-2 weeks. 

To make capital repair works, reconstruction or new construction TD-CE can be only elaborated by a chartered legal entity, as these works presuppose replacement of separate existing constructions / buildings / structures or constructions of new respective ones, as well as their evaluation, field supervision and liability for safe operation in future. The scope of such TD-CE is regulated by state construction regulations (SCR). 
Elaboration of such a TD-CE may cost much and take from several months up to a year (that includes receiving technical conditions, TD-CE approval and undergoing an examination by experts). Due to comparatively restricted terms of the CBA Project implementation, such MPs (namely, MPs with such TD-CE) are hazardous for the Project. It would be better if a CO improves / completes existing elaborated TD-CE (for instance, updates technical conditions, re-calculates cost estimate and re-approves TD-CE), or selects the simplest problem that does not need elaborating complicated TD-CE to solve in the framework of the CBA Project.
3.3.1. Scope of Technical Drawings and Cost Estimate
TD-CE is elaborated for all types of repair / reconstruction / new construction. Generally, TD-CE consists of: 
· General explanatory note
· Separate chapters, presence and scope of which depend on specificity and complexity of the site
· Design drawings 

· Cost estimate 
Meanwhile, for maintenance repair (systematic protection of parts of constructions / buildings / structures, as well as protection of equipment from premature wear-out – see details about referring of repair and renewal operations to capital / maintenance repair (see. Paragraph.6.2.) TD-CE scope is minimum:
· Brief explanatory note with description of the site and technical decisions 
· Design drawings: layout with the site indicated on the settlement plan, floor building plan with explication / list of premises and works (or plan of structures and networks), should a need arise, sectional elevation, panes 
· Cost estimate (it is desirable that it is calculated with the help of special-purpose computer programme АVК-3, the last version)
· Approval (see infra Minimal Requirements to TD-CE)

For capital repair works (operations connected with replacement and reinforcing of worn-out constructions and details of buildings / structures, as well as their replacement for more progressive and economy ones, aside from complete replacement or replacement of basic constructions):

· Explanatory note with description of the site and justification of technical decisions; progress data; should a need arise, description of repair works organization 

· Design drawings: layout, general layout, project design solutions, sectional elevation, panes, separate node points
· Cost estimate
· Approval (see infra Minimal Requirements to TD-CE)

For reconstruction of sites and new construction TD-CE structure should meet SCR 2.2.3-2004 “Composition, designing procedure, concurrence and approval of technical drawings and cost estimate for construction.”
3.3.2. Minimal Requirements to TD-CE
As the majority of MP will presuppose maintenance repair works with restricted requirements to TD-CE, CBA suggests its minimal list of such requirements to provide:
· Sufficient justification of works – both identification of their indispensable and sufficient scope, as well as their realization cost, that corresponds to conditions of domestic construction market 
· Clarity and transparence of material statement to supervise high-quality accomplishment of works – both by the CBA Project and CO
Thus, requirements are as follows:

· All TD-CE materials should be completed and joint in a brochure (except for TD-CE of big scope, consisting of separate volumes)

· TD-CE materials include: a title page, explanatory note, drawings and cost estimate should have project title (the title should be unique, and correspond to works content), the client’s name and signatures of TD-CE designer (TD-CE designer can be FG / CO member or other person / institution that was charged with TD-CE elaboration) 

· Explanatory note should transparently and clearly describe the site and justify the necessity of proposed works accomplishment
· Drawings (some of them can be out-of-scale) should provide insight into the building / structure / site, as well as their volume: be accurate with all measures, explication of structures / premises and works (including their scope)

· Cost estimate should take into account all works / materials / equipment aimed at solving the problem, as well as their cost – correspond to market prices in the region. Each item should have justification – have reference to price / offer / expenses estimation (if there are such, they should be added to cost estimate as Annexure). In individual cases, cost estimate (at the request of executive bodies or other community partners) should have note of passing investment appraisal to make possible provisioning of budget funds to co-finance MP realization 
· TD-CE should be endorsed by both site owner and local authorities
· For MP that presuppose works with outside pipelines and systems, one has to receive additional reconciliation of the plans by: the site owner, local authorities, rayon electric, telephone, gas supervision and/ or operation institutions (the systems can be located on the site) 
In individual cases (for the simplest works) TD-CE can be endorsed by rayon services as Examination Report, as well as MP approval by Local Development Forum (on condition that: essence of scheduled works is described in this Report; Annexure of expanded data about MP with their cost estimate is added to the Report; persons that sign the Report should write their names and position. This Report can be added to TD-CE materials as an Annex of its reconciliation).
3.3.3. Use of TD-CE Results
TD-CE results can be used:

· Directly to justify certain items or their total list of MP budget items (cost estimate), if works are small enough and will be done entirely by a community organization. Scilicet, CO expresses its commitment to accomplish works at stated price and has required technical possibilities. Then, there is no need in making a tender to select a contractor - builder. 

· As technical documents to prepare target specification and form tender documents for holding a tender to select a contractor / supplier. It concerns works presupposed in TD-CE (and described in cost estimate) requiring attraction of a powerful and experienced contractor company, and it should be selected only on the competitive basis; or for materials and equipment that require holding a tender in line with UNDP rules
3.4. MP Budget Estimation
The next stage in MP preparation is estimation of its budget. The most important requirement for MP budget is its accuracy, i.e. correspondence of cost for every item to present-day prices at product market. The best way to do it is to provide competitive approach to receiving price offers from potential contractors and suppliers. 
3.4.1. Cost Sharing Arrangement 
Generally, expenses on MP realization should be shared in the manner described below
· CO contributes to project implementation by money (no less than 5%) and optionally by kind (for instance works and materials) for project's budget. 
· UNDP / CBA contributes to project implementation up to 50% of MP total cost (but no more than $ 10 000 at the official UNDP rate in the beginning of every month). Thus, if MP cost overdraws equivalent of $ 20 000, UNDP / CBA share will account for a sum of up to $ 10 000. 
· Contributions from other counterparts (state / private) make up the rest of MP budget 
FG should negotiate and reach clear and definite agreement with CO partners on sharing commitments to timely accomplish works and pay expenses in the process of MP realization. Such negotiations are worth beginning just after selection of composition of site buildings / structures as well as obtaining project cost estimate, as specificity of works and materials, as well as their cost influences directly on these agreements. It is convenient for one of partners to procure part of equipment or materials, taking into consideration financial restrictions. It is convenient for some other partner to execute a direct agreement with a contractor to accomplish some definite scope of works and pay for them (see Sample of results of such an agreement in Table 3.2.3)

Depending on an agreement that counterparts reached about MP co-financing sharing, there are several financing patterns. Two main of them are as follows:

· Parallel Financing: is given by partners independently. UNDP / CBA gives its share to CO and transfers it to an account in three tranches (see Paragraph 5.1.2.) that CO should report for. Other partners give their contribution to CO in line with the agreement reached. CO directly signs agreements with contractors and suppliers that draw allocated funds. 
· Share Financing: partners and UNDP / CBA sign an agreement for distribution of expenses on community MP realization and transfer their share to UNDP / CBA account that, in its turn, adds its share to the sum and transfers total sum to CO account (in three tranches as well, as described in Paragraph 5.1.2.) 

Other possible ways of financing or mixed patterns of financing. Anyway, for each MP partners jointly make a decision about the pattern of financing.

3.4.2. Bases of Procurement in the CBA Project, Details of Tender Bids
UNDP Rules
United Nations Development Programme has its rules of procuring at the expense of UNDP:

· Goods and services that cost up to $ 100 can be paid in cash (in line with rules of cash payment). 
· Goods and services that cost up from $ 101 to $ 1 000 are paid in line with a submitted invoice. The invoice contains: its number, date, payer (UNDP Ukraine), as well as supplier’s signature and seal.
· Goods and services that cost up from $ 1 001 to $ 2 500 are paid in line with a competitive tender bids. Required documents are as follows: main invoice + no less than 2 alternative invoices (from different suppliers, the cheapest variant is selected)

· Goods and services that cost more than $ 2 500 are paid in line with a competitive tender bids, obeying UNDP rules (vide infra) 

Holding Tenders Obeying UNDP Rules
In the process of MP realization CO is a customer: it buys materials, works and services. CO meeting appoints a Tender Committee (TC) (generally, it is a FG in corpore, or composed of other group of CO members, but no less than five people). Functions of TC:

· Receive technical documentation, necessary for MP realization (depending on tender purpose – procurement of draft work, construction work or equipment – list of documents will differ) 
· Make target specification on elaboration of technical project / accomplishment of construction work / procurement of equipment and forms tender documents 
· Announces a tender
 in local (rayon / oblast) press and on VC / CC information board (at the same time, period from publication in a paper to the date of tender should be shorter than 15 days). Should a need arise, contacts potential executors / suppliers directly and invites them to apply for a tender 
· Gives tender documents (tender packages) to participants of the bid
· Accepts tender applications till specified in a publication date of tender 
· In specified time holds a tender and draws up a report on analysis of tender applications 
· Submits results of a tender for consideration at community meeting to make a decision on further activities
CO should keep all submitted tender applications, copy of a tender announcement in the paper, a report on analysis of tender applications and other documents. They should be used when reporting to the CBA Project on drawing costs of any tranche.
It is recommended to attract representatives from executive bodies (local, rayon, oblast), respective specialists from technical and judicial departments, partners / donors to the process of preparation and holding a tender. In tender process these people can only act as observers. 
Samples of documents to prepare and hold a tender (content of an announcement in press, structure of tender documents to accomplish construction work and elaborate TD-CE) are given in Annex 3.4. Sample of a report on analysis of tender applications with an assessment table is given in Annex 3.5, sample of a report on selecting a tender winner is given in Annex 3.6, sample of a report on approving tender results and a contractor design is given in Annex 3.7. 
Procurement for Small Scope of Work / Materials / Equipment 
If the project is simple enough (work is not technically complicated and does not need special qualification of workers), such a project can be realized by CO. Thus, CO hires several local specialists and procures necessary materials / services. However, every decision of FG and CO should be recorded, while the process of hiring specialists and procuring equipment should not contradict UNDP Rules.
Procurement at the expense of other CO partners
Every CO partner that co-finances MP realization has a right to advance its claims on monitoring application of assigned funds, and demands to procurement holding, in particular. 
To realize more technically complicated and larger project (for instance, construction or reconstruction of water supply systems) CO will attract outside contractors. There can be no such organizations on the territory of VC / CC or rayon / municipality
. Then, to help CO it is recommended to create (or use an existing one) at rayon level (or even at oblast level) a joint tender committee. The committee should include OIU specialists, focal point from RSA/ OSA, and specialists from respective technical departments of RSA / OSA. A tender itself will be held on the territory of MP realization, in presence of all counterparts – local authorities and CO. To enlarge the number of potential tender participants, other mechanisms will be used to publicize the tender where available (besides local / rayon / oblast press, it can be placed on CBA official web site etc.). 

In case of goods / services procurement from national / international suppliers (for instance, procurement of equipment for health posts), it will be made by the CBA Project with the assistance of UNDP business center. 

3.4.3. Formation of MP Budget on the Basis of Tenders Held
On the basis of previously prepared information (elaborated TD-CE, in particular, in the way described above) a tender committee holds a tender to select a contractor / supplier of materials and equipment (see Details of Holding Competitive Tender Bids Obeying UNDP Rules in paragraph 3.4.2). 
Depending on the type of work, its scope and specificity, FG can hold several tenders or competitions, having divided estimated in TD-CE works into separate parts (lots). Besides, these lots can be formed with a glance at desires and financial possibilities of CO partners. Some other part of the work can be accomplished by a CO (there is no need in holding a tender for such work). It is quite reasonable to orient CO partners (as well as a CO itself) on forming the scope of works / commitments for separate partners taking into consideration accomplishment of these works. This will improve transparency of partnership mechanisms, monitoring of fulfilling commitments by partners, as well as increase the level of their responsibility.
MP total budget (cost estimate) will be formed on the basis of several tender bids/ competitions (applications of contractors / suppliers) and commitments of partners (see also paragraph 3.4.1. Cost Sharing Arrangement). 
Structure of MP budget, by example of MP with a priority problem of water supply system (namely, reconstruction of a water supply system) on the basis of tender results and commitments of CO partners can be as follows in Table 3.4.3.
Table 3.4.3

	Sample of structure of MP budget, taking into consideration commitments of CO partners 

№
	Type of work
	Tender model
	Executor/ supplier
	Contracted cost
	Sponsoring agency

	1
	Dismantling of a part of faulty equipment, earth works to update openings and lobes
	No tender
	CO
	А
	CO

	2
	Mechanized updating of openings and lobes and their backing, laying and welding of plastic and iron water pipes, mantling and equipping of a water tower
	Tender for contract works
	Contractor, tender winner
	B
	VC+CO+

private sector


	3
	Plastic pipes
	Tender for materials procurement 
	Supplier, tender winner
	C
	СВА Project

	4
	Water tower
	Tender for goods procurement
	Supplier, tender winner
	D
	RSA

	MP Budget:
	А+B+C+D
	


3.5. Preparation of Micro-Project Proposal 
On the basis of pre-analysis and preparation of its micro-project a community (represented by FG) should fill in and submit its micro-project proposal for consideration at the CBA Project main office.
Filling in a Micro-Project Proposal
Micro-Project Proposal (MPP) is an application for a grant in the framework of the CBA Project. It is filled in on the basis of previously collected information and accomplished MP preparation. 

MPP is supplemented with a series of Annexure (sample of a MPP form, with some recommendation on its filling in, as well as a list of Annexure is given in Annex 3.8). One of its Annexure is a Bill of works, materials and special purpose equipment financed by the CBA Project and other counterparts that is necessary to make pre-estimation of MP budget (paragraph 4 MPP) and its sample is given in Annex 3.10.  
A CO attendant letter to UNDP/ CBA for co-financing is submitted together with MPP; sample of a letter is given in Annex 3.9. 
Quality of MPP filling in (namely, completeness of information given, presence of sufficient MP justification, MPP annexure package contents) influences on further MPP processing rate by CO partners (CBA specialists, in particular), assessment and approval. MPP with low-quality filling in are sent for improvement.
___________________________________________
CHAPTER 4. Concurrence and Approval of Community’s Micro-Project
Stages of MPP endorsement and approval can be presented in form of the following diagram/chart:








More detailed chart of MPP applying, reconciling and approving is given in Figure 4.1:

[image: image2]
Figure 4.1. Chart of MPP analysis and approval
4.1. MPP Concurrence and Approval 
4.1.1. MPP Concurrence at Community, Local and Rayon Levels
CO formulates, concurs and approves MPP at its General Meeting. At the same time, not only in the process of MPP filling in, but at the stage of MP preparation as a whole, FG holds reiterated consultations and coordination of its activities with CO partners: representatives from authorities, CBA Project, as well as with other CO counterparts.
In the process of MPP preparation, FG should formally concur its MPP:
· By local authorities (VC / CC) – on an MPP form, with confirmation of VC / CC share (see Annex 3.8), or a supplementary paper on a VC / CC set form
· By rayon authorities (RSA / RC) and Local Development Forum – on a RSA set form, with specification of RSA share (see Annex 4.1)
Local Development Forum
CBA Project places special importance to Local Development Forum (LDF) that is established in each target rayon. It is treated not only as a milestone (or still worse, as one more obstacle) of MPP approval. Contrariwise, LDF should play a concurring and consulting role; become an efficient form of attracting rayon authorities / services to the process of community MP preparation. 
Thus, it is necessary to invite all key persons in a rayon (related to a studied MPP) to participate in LDF. It is also possible to bring up MPPs of complicated sites that require special justification and preparation (for instance, presupposing reconstruction, completion or new construction) for LDF consideration twice:

· preliminary, to receive general remarks and demands from rayon services (for instance, list of required technical conditions), as well as recommendations and proposals for their salvation; 
· finally, to approve MPP.
Time between both MP discussions is a time for either its preparation, or correction (TD-CE preparation / correction; official reconciliation, receiving TD-CE conclusions and expert opinions; accomplishment of getting commercial and tender applications from potential suppliers of materials / goods and contractors).

LDF creates a Quality Steering Committee (QSC) at rayon level (see details in Paragraph 5.4.2.).

4.1.2. Concurrence by OIU 

OIU team constantly supports and coordinates community activities, consults it. At the same time, when OIU receives filled in micro-project proposal from a CO, it makes a complex checking of the following points:

· Correspondence of CO problem and proposed activities for its salvation with requirements of the CBA Project
· Completeness of information, indicated in an MPP form and its accessibility 
· Availability of all required Annexure to MPP and completeness of information in them
Should a need arise, OIU checks data, written in MPP, asks for additional information and, should a need arise, sends it back for correction and improvement (this means that OIU specialists repeatedly visited a CO, and know a community site in detail, as well as the process of MP preparation).  
When OIU specialists make sure that all possible information about MP is written in a MPP form, and all required Annexure are added to it, they fill in an Assessment Letter and send MPP to Project Management Team (PMT).
4.1.3. MPP Checking by PMT 

PMT (consisting of a Community development expert and CBA Project engineer) checks and assesses conducted documents. Should a need arise, they can apply to OIU and CO to receive additional information about MP and a community site. In special cases, PMT can visit a community to study it and its site in detail.  
When all MP details are specified, PMT specialists make up conclusions about MPP and send it to MP Approval Committee.
4.1.4. Approval of Micro-project Proposal 
MPP is analysed by MP Approval Committee, and, if MPP is approved, a decision is made to sigh a Grant Agreement with a CO. 
Otherwise, MP is rejected; then, a proposal is made for an alternative CO to start MPP preparation.  
4.2. Signing of Grant Agreement
Grant Agreement (GA) is signed with a CO to fulfill the scope of works and within the cost range, as described above (see Paragraphs 3.2.3., 3.3.1.). At the same time it is necessary to pay special attention to preparation of respective Annexure to GA, Annex A, in particular.
The given Annex defines specific tasks that a CO should accomplish by the terms of transferring the second and third tranches. These tasks depend on MP (site) peculiarities and presupposed types and the scope of works in frames of MP realization. The scope and types of activities should meet general builder’s diary (see Paragraph 5.1.3.); that is why a FG should study it before GA signing. Signing of a GA between partners is a reason for a CO to receive first tranch – UNDP contribution (20%) that can be given right after GA signing as an advance payment.
__________________________________________

CHAPTER 5. Micro-Project Realization
MP realization is a complex of activities and measures from signing of a Grant Agreement, Contractor’s Agreement, supplying materials and equipment to commission the site and give added cost onto the books of its owner. This process is presented in the form of the following chart:






More detailed diagram of basic stages for MP realization (maintenance and capital repair works / reconstruction / new construction) is given in Annex 5.3. 

5.1. Preparation for Realization
5.1.1. Signing Contractor Agreement
As stated above (see Paragraph 3.2.), at the stage of MPP preparation, a community (represented by FG) has already specified MP budget, including holding tenders, identifying potential contractors and suppliers. After signing Grant Agreement, it is necessary to sign respective Contractor Agreement and start their accomplishment. In individual cases (for instance, when the validity term of commercial and tender offers has already expired) FG can hold additional tenders after signing GA.
5.1.2. Resources Delivery from UNDP / CBA and Other CO Partners
In line with a signed GA, UNDP / CBA makes its recources, transferring them to CO account in three installments.
First Installment
Generally, it accounts 20% of UNDP / CBA contribution and can be made just after GA signing as an advance. To receive first installment a CO should provide the following papers:

· Signed Grant Agreement
· Certificate of CO legal enrollment
· Bank certificate about CO account and bank details
Second Installment
To receive the second installment of UNDP / CBA share (that usually makes up 70% of total contribution) FG should satisfy a series of conditions (described in Annex А to GA) and submit the following documents:

· Application letter form a CO with a note by OIU specialist like: "...I affirm accuracy of stated information and recommend to make the next UNDP installment in line with a survey..." – position, signature, date (see Annex 5.0)
· Recommendation-report from Quality Supervision Committee (QSC) (see Annex 5.7)
· Report on accomplishment of works / conditions in line with Annex A to GA (Annex C to GA)
· Interim financial report (Annex D to GA)

· Agreement with a contractor organization (if it is attracted)
· For more complicated engineering projects (if subcontract works are stipulated) a contractor’s planned schedule (reconciled by a CO), (see Annex 5.16) 
· Affirmation of paying contractor organization and / or suppliers for materials and equipment
 from first installment (form with a list of financial documents added to a report on the next installment see in Annex 5.1)
· Tender documents (including: tender advertisement, tender documents, minimum three tender applications, Tender Committee report on investigation of tender applications with a table of their assessment, CO report on approving tender results), if a tender was held 

· Documents on using costs from other partners’ shares (from village / rayon executive bodies, other sponsors)
· Affirmation that CO has received previous UNDP installment 
· Jobs acceptance certificate
· Photos of accomplished works / procured goods / equipment, including a photo of Site passport.

Should a need arise, PMT or other representatives from the CBA Project visit the site to affirm the scope and quality of accomplished works.

Third (Last) Installment
To receive third UNDP / CBA installment (generally, it makes up 10% from total share or the rest of the share) CO should execute its commitments (listed in Annex А to GA), submit affirmation of second installment use as well as the following documents:
· Application letter form a CO with a note by OIU specialist (as described above) 
· Recommendation-report from Quality Supervision Committee (QSC)
· Report on accomplishment of works / conditions in line with Annex A to GA (Annex C to GA)

· Final financial report (Annex Е to GA)

· Affirmation of paying contractor organization and / or suppliers for materials and equipment
 from second installment 
· Affirmation that CO has entirely used its share
· Documents on using costs from other partners’ shares (from village / rayon executive bodies, other sponsors)
· Affirmation that CO has received previous UNDP installment 
· Jobs acceptance certificate
· Photos of accomplished works / procured goods / equipment, including a photo of a Commemorative Board at the site.

· Report on public auditing (official opening) (see Technical Remark ІV of the Main Manual)
· Report on assessing CO activities in participation of the community (see Annex XXVIІI of the Main Manual)
CO partners should deliver their shares in parallel with UNDP / CBA installments, in line with preliminary arrangements, to pay all works at the site when they are accomplished. CO reconciles the form of reporting on costs used with each partner individually.
5.1.3. Planning Works Performance
On the bases of studying project decisions (presupposed in TD-CE), arrangements upon CO partners’ commitments as well as conditions necessary to receive separate installments making UNDP / CBA share (see paragraph 4.5.) FG should assess and distribute all MP resources and draft a respective plan. 
Regarding RCW this plan is called Schedule of Works, that (in case of subcontractor works) is elaborated by a general contractor and reconciled by the Client (sample of a Schedule of Works RCW is given in Annex 5.16).

If some other contractor accomplishes a part of work and / or a community takes a part of it on itself, FG should prepare a general plan of works that includes plans of their accomplishment by all participants.

Finalized plan is presented for discussion and approval at the CO meeting.
5.2. Creating Conditions to Accomplish Construction Works at the Site
5.2.1. Appointing a Technical Supervision Engineer
It is important to appoint a technical supervision engineer (TSE) at the preparatory stage. This person if a representative from the Client (community) and is appointed (with minutes of CO meeting) to carry out professional technical supervision of accomplishing RCW from their beginning till acceptance of works by an acceptance committee. A community should trust this person; moreover he / she should have technical education and experience. See details on SE tasks and duties in Annex 5.2.
To supervise comparatively simple works (minor repair works) a community can find a candidacy for SE among its members. To supervise more complicated works (capital repair works / reconstruction / new construction) there can be no required candidacy among community members. Then, FG can apply to either rayon authorities or LDF for assistance.
For MPs that presuppose capital repair works / reconstruction / new construction, CO can hold a competition to select a TSE or appoint respective person at rayon level. In any case, it is necessary to record TSE appointing in minutes of CO meeting. 

Services on technical supervision (as well as field supervision) can be paid (this regards only capital repair works / reconstruction / new construction). Cost of these services can be included into MP budget (then, it will influence on increase of a community share), or excluded from this budget. CO with the assistance of LDF distinguishes possibility and expediency of paid services.  
5.2.2. Obtaining a Permit for Performing RCW 
(only for capital repair works / reconstruction / new construction)
In case of capital repair works / reconstruction / new construction it is necessary to obtain a permit for performing RCW at local inspectorate of State Architectural-and-Construction Surveillance Inspectorate (SACSI).

Accomplishing construction works without such a permit or its timely re-registration (if the right to construct the object is given to the other Client or the Contractor is changed), or accomplishing construction works that are not described in the permit is considered unauthorized and entails amenability in line with legislation in force (article 1 of Ukrainian law adopted on 14.10.94 № 208/94-ВР “About liability of enterprises, their associations, establishments and institutions for the wrongdoings in urban planning”).
To obtain a permit for performing RCW, FG submits the following documents to SACSI: 
· Application form, given in Annex 5.4
· Resolution of a local executive body to permit repair works / construction of a site
· A document that witnesses developer’s (CLIENT’s) proprietary rights or a lien (including tenantry) over an estate with a CO site
· A comprehensive resolution of Complex conclusion by State oblast investment appraisal 

· Documents testifying appointing of responsible contractors (construction manager, TSE, field supervision)
· Contractor’s general journal of accomplished works and field supervision journal (is submitted by a design organization)

· Approved TD-CE (general layout, facade record in duplicate, explanatory note with reconciliation by respective supervision services and site’s owner – for registration)

· Some other documents (for instance, when making a well one should obtain a permit for special water use, etc.), required by SACSI.
Some objects (for instance, sites presupposing supplying with gas, and consequently, use of electric heating systems to heat the premises etc.) need additional permits by services of State Control over occupational safety and health, energy inspectorate etc.)
. 

When permit for construction works is obtained, the Client (developer) receives one copy of documents with marks by respective services and inspectorates, to keep at the site.
List of construction works with no permit is given in Annex 5.9.
5.3. Handing a Building Area over to a Contractor
For sites that presuppose capital repair works / reconstruction / new construction (i.e. for sites with obligatory permit for construction works) it is also necessary to officially give building area to a contractor. Sometimes this procedure is necessary for sites with minor works, especially if outside contractor agency will be attracted to perform basic works.
Working meeting is organized at a building area (in participation of FG / CO members, Contractor and TSE), to sign Handover Certificate (see Annex 5.5). FG prepares and submits the following documents to a contractor:
· General journal of works, completed in line with SCR А.3.1-5-96 (see Annex 5.6)

· Permit to do repair and renewal works
· Resolution of local authorities to give an estate for construction (for new construction)

5.4. Construction and Procurement
After signing Contractor Agreement (Handover Certificate for capital repair works / reconstruction / new construction) a contractor starts preparation for construction: hedges building area, (should a need arise), creates conditions for works and, should a need arise, for habitation of builders; delivers materials to the site and secures their preservation.
Before construction a Contractor or FG (in the absence of a General Contractor, i.e. if works are distributed between participants into small parts) displays on a Site passport with a name of reconstruction / construction object, names of the Client, General Contractor, sources and cost of financing, EU / UNDP / CBA logotypes etc. (see sample of a Site passport in Annex 5.8).
While repairing/ constructing a contractor supervises that builders follow labour protection and safety rules; secures internal control over the scope of works, as well as quality and accordance of design decisions; keeps executive records, regular reporting for accomplished works, in particular. 

5.4.1. Keeping Executive Records at the Object 
Generally, executive records should be kept at objects, listed in Annex 5.10.
Minimal list of executive records is as follows:

· Set of approved and reconciled technical drawing and cost estimate (according to the basic Contractor Agreement)

· Handover Certificate
· Permit for making works (but for sites with minor repair works
· General journal of accomplished works 

· Field supervision record book (registered in SACSI) on condition of having field supervision
· Certificate of covered-up works, made up in line with SCR А.3.1-5-96 

· Certificates of individual and complex testing of systems (for MPs that presuuposes this kind of works)
· Certificate of accordance and ticket for installation (provided by makers)
· Certificate of accordance for basic building materials (provided by makers)
When amendments are filed into TD-CE in the process of RCW performance, one should additionally have at the site the following documents:

· Drawing with alterations made by designers, and reconciled by respective state supervision bodies on special set form
· Cost estimate of extra works, reconciled by FG, TSE, Contractor and Designer
While performing RCW (especially, while visiting the object by representatives from supervision and monitoring bodies/ institutions) one should obligatory have at the site the following documents (minimum set):

· Original GA signed between UNDP/ CBA and CO;

· Original Contractor Agreement with a general contractor;

· Original permit for RCW performance (except for minor repair works);

· Findings of expert appraisal that TD-CE corresponds with operative normative documents (except for minor repair works);

· Annexure to Contractor Agreement (with reconciled amendments to Contractor Agreement);

· CO meetings on approving amendments to Contractor Agreement with obligatory signatures of FG members and the site owner (if there are amendments to Contractor Agreement);

· Originals of signed Jobs Acceptance Certificates.
· A copy of approved MPP with all Annexure
· A set of approved and reconciled TD-CE
· General journal of works
Absence of executive documents at the site is a flagrant violation of legislation in force and is inadmissible at the sites of MPP realization that presuppose construction / repair works from the state budget.

General Journal of Works
General journal of works is a primary production document that represents manufacturing sequence, terms, quality and conditions of accomplishing RCW. Sample of a Journal with the list of all constituent documents, as well as recommendations on its keeping is given in Annex 5.6.

Officials (TSE, representative from field supervision, representatives from the CBA Project, QSC, and other supervising institutions) make their remarks in General journal.
When the works are accomplished, general journal of accomplished works is presented for the Acceptance Committee and when the site is accepted, it is given to the Owner of the site.

Certificates of Accomplished Works
In the process of performing RCW, contractor should regularly (not seldom than once a month) submit Jobs Acceptance Certificate (JAC) for FG / CO consideration. 
Generally, JAC consists of two documents – standard forms KB 2v and KB 3, approved by decree of the Ministry of regional development and construction of Ukraine №237/5 issued on 21.06.2002, and required number of copies is prepared by a contractor for:

· A contractor
· The Client (CO)
· The CBA Project (when these materials / works are financed by the CBA Project) 
· RSA/ OSA or other sponsor that finances the given works
JAC is usually supplemented by Certificates of covered-up works (the list of the main kinds of works to be described in Certificates of covered-up works is given in Annex 5.13.) and certificates for basic materials (mentioned in this JAC). 
JAC is signed by the Client (representative from FG / CO) and by appointed TSE. Before signing the documents, one checks if the scope of works to be paid (vide infra) corresponds with actually accomplished works, as well as their quality, presence of required certificates and Certificates of covered-up works. 
Changes in Contractor Agreement
When changes in Contractor Agreement refer the list of works that could not be provided before and that result in raising their cost, contract price can be raised if there are all required reconciliations (including concurrence by contractors). In this case, UNDP / CBA does not assign additional funds; thus, additional expenses are concurred only on condition that CO partners (VC / CC, RSA / RC, OSA / OC etc.) have required financial.
5.4.2. Supervising accomplishment of works / procurement. Monitoring
The Client is obliged to supervise accomplishment of works and procurement in frames of MP realization. Other CO partners have the right to supervise them as well. Generally, in frames of MP realization the following types of supervision can be performed:
· Supervision by TSE
· Supervision by community members
· Supervision by QSC
· Supervision by PMU
· Field supervision
· Supervision by CO partners
· Supervision by respective state executive bodies
Supervision by TSE
TSE exercises technical supervision of accomplishing RCW at the site, from the beginning of works till commissioning of the object, and takes part in all commissions monitoring the site. 
Conducting technical supervision of RCW performance, TSE should:

· Monitor quality of construction works in line with requirements of Contractor Agreement
· Before beginning of works, make sure of TD-CE completeness, its correspondence with active norms and standards
· Participate in checking of factual fastening of bearing networks, building lines, bases and landmarks of geodesic network, principal axes of buildings and infrastructure 
· Render assistance to receive a license from SACSI to perform RCW (except for objects with maintenance repair works)
· Facilitate drawing up and submitting the Contractor the documents, necessary for hand an object over 
· Control performance of works in zones of underground cable systems, electric lines, as well as near railway
· Monitor opening of road covering, transplanting trees 

· Monitor connection to lines of water, electricity, gas supply systems, as well as sewerage system, television, telephone and radio network
· Monitor the use of energy, gas, water and vapor in construction period
· Supervise the quality of construction materials used at the construction are, exact certificates for materials and passports for equipment from the Contractor. 
· Participate in acceptance of covered-up works and draw up respective acts
· Identify compliance of accomplished works with requirements to their performance technology 
· Supervise complience of RCW with conditions of environment protection
· Check the scope and quality of accomplished works, sign documents for accomplished works
· Monitor safety specification followed by the Contractor  

· Supervise correctness of keeping journal of accomplished works by the Contractor 
· Participate in the work of every committee that visits the site, and secure writing committee’s remarks in general journal of accomplished works
· Check the terms for the Contractor to take remarks made in frames of field supervision etc. into consideration 
· Record pressing problems at the site and address them to the Contractor and the Client
· Participate in the site’s commissioning
Supervision by CO Members 
Such supervision is called internal monitoring. It presupposes that its representatives to monitor quality and the scope of actually accomplished works and inform Me, FG and CO about revealed faults and infringements. All revealed faults and infringements are logged (free form) and recorded by TSE in general journal of accomplished works for further monitoring of their accomplishment.
Internal supervision reports are heard at regular (or special) CO meetings. These very people participate in MP public auditing. 
Supervision by Quality Supervision Committee (QSC) 
Supervision by QSC is an external monitoring. 

Quality Supervision Committee (QSC) is created in every rayon to monitor realization of communities’ MPs, to get high-quality results and to use effectively MP resources. QSC includes:

· Technical expert from RSA (expert of SACSI, capital construction departmenet or rayon architect service)

· Focal point form RSA / RC
· OIU specialist 
QSC visits the site minimum once a month, checks technical and financial aspects of construction, as well as managerial and organizational aspects of realization. 

Visiting the site, representatives from QSC should make a record in general journal of accomplished works. If there is wide disagreement from quality of works / construction technology, they can suspend the works and exact remedying of defects at the expense of party at fault. On the basis of every visit they can prepare a progress report used as instructions of further activities for a CO. 

Two times in the process of MP realization, QSC prepares a special report (see Annex, used as a justification to assign the next tranche of CBA funding). 

Supervision by PMU
Project Management Unit (PMU) conducts regular supervision over MP realization. To this effect PMU specialists can make site visit any time to check the state of works performance, the scope and quality of actually accomplished works. They log their remarks in general journal of accomplished works and prepare reports on the basis of conducted audit. 

Field Supervision
RCW that are justified in form of TD-CE can be conducted by field supervision (supervision by TD-CE developer). This condition is compulsory for reconstruction/ new construction. 

In such a case, design organization has to prepare and give the Client the journal of field supervision, which should be at the site all the time and where representative from field supervision logs his / her remarks. At the same time, he / she can log remarks in the general journal of accomplished works.

Representative from field supervision participates in drawing up Certificates of covered-up works, approves and offers changes of project decisions in case of their appearance; as well as takes part in the Acceptance Committee.
Supervision by CO Partners
CO partners have the right and have to monitor MP realization. They can either conduct supervision independently, or participating in joint committees (then, they can log their comments / remarks in the general journal of accomplished works).
Supervision by Respective State Executive Bodies
Depending on RCW specificity and complexity, respective state executive bodies can also supervise their performance (mainly, for reconstruction and new construction objects):

· State Architectural-and-Construction Surveillance Inspectorate
· State Sanitary Supervision Inspectorate
· State Fire Control Inspectorate
· State Occupational Safety and Health Control Inspectorate
· State environmental Inspectorate
· State Energy Saving Inspectorate etc.
5.5. Micro-Project Completion 
A community accomplishes the following tasks till it receives the third (last) CBA installment, that at the same time is the last MP tranche:

· Commissions the object:
- for capital repair works / reconstruction / new construction – on the basis of Commissioning and Accordance Certificates (see Chapter 5.5.1)
- for minor repair works – on the basis of Acceptance Certificate, approved by the Object Owner
· Conducts public audit of the object
· Gives the object and/ or its added cost onto the books of the owner
5.5.1. Commissioning
In the process of property delivery the Contractor, the Client (FG) and TSE complete executive documents to present members of the Acceptance Committee (see Paragraph 5.4.1.). 
Preparation for handing over of the works begins, actually, when the Contractor gives the last JAC for signing and paying. At that moment the Contractor should finish all CRW, all motivated remarks, made by the Client or other monitoring agencies about quality and the scope of accomplished works should be emended, as well as the Contractor should have take into account all remarks concerning accomplished works, written in General builder’s diary.
There is certain difference in procedures of handing the works over for objects covering maintenance repair works and objects that presuppose performance of capital repair works / reconstruction / new construction. General diagram presenting the procedure mentioned above is given in Annex 5.11.
For sites with capital repair works / reconstruction / new construction the procedure of handing the works over is assigned in line with Ukrainian legislation adopted on 16 September 2008 № 509-VI “About making alterations in some legislative acts of Ukraine concerning construction facilitation” that will become operative on 15 October 2009. The Act defines terms of objects commissioning in line with the scheme approved by the Cabinet of Ministers through its resolution on 08.10.2008 № 923, the contents of which are approaching norms of the Act.
Commissioning of constructed objects is carried out in two following stages: 1 stage –handover of RCW by the Working Committee, 2 stage – handover of RCW by the Acceptance Committee, created by rayon (inter-rayon) state architectural-and-construction surveillance inspectorate (SACSI) that had licensed performance of construction works (see the diagram in Annex 5.3). 
The Working Committee consists of representatives from CO, QSC, RSA, the General Contractor, subcontractors, operator, General Designer. Should a need arise, representatives from state sanitary control, fire inspection, ecological inspection etc. should be included into the Committee. 

Obligations of the Working Committee and the Acceptance Committee created by SACSI are listed in Annex 5.12. Sample of a Certificate signed by the Working Committee is pursuant to the one presented in the resolution by Ministry of regional development and construction of Ukraine №21 published on 01/27/2005.
If the committee finds defects in RCW that can be corrected before the meeting of acceptance commission, it draws up Deficiency Act. Head of working commission hands it to the Contractor to correct all defects before the meeting of the Acceptance Committee. Upon commissioning the site by the Working Committee, it is commissioned by the Acceptance Committee. 
Thereto, CO sends an official letter to local SACSI asking to form the Acceptance Committee.

Documents added to the application:

· design documentation, concurred and approved in line with acting legislation;

· the list of civil and erection works with pointed economic agents that have accomplished these works;

· information about liable engineering manpower;

· set of as-built documents to perform civil and erection works in line with the list defined in respective regulations;

· documents that testify accordance of used materials, constructions, goods and equipment with acting normative acts;

· results of fresh water, ground, free air investigation on individual objects;

· a certificate that proves the fact that technical drawings are sent into documents insurance fund;

· official resolution by SACSI that the site can be commissioned.

SACSI analyses submitted materials and when in case all mentioned above documents are available, forms the Acceptance Committee within three days.

If submitted documents do not come up to the expected standard, application is returned to the Client with all annexure in three days since registration date.

Client can re-apply to SACSI after emending all revealed imperfections. 

The Client’s obligations to apply to SACSI concerning the object commissioning are described in Annex 5.12.

The Acceptance Committee includes (as ordered by SACSI) representatives from the Client, General Designer, insurance company (one of them is the head of the Committee), General Contractor, State Architectural-and-Construction Surveillance Inspectorate, respective facility committee (in findem), as well as representatives from local state executive body or local self governance body and operator entities with their consent. 

Head of the Acceptance Committee sets agenda and concurs it with the General Contractor.
The Client (CO) is liable to inform respective institutions to send their representatives minimum three business days prior to the Acceptance Committee’s meeting.
Work of the Acceptance Committee results in drawing Certificate of Completion, its form is approved by Ministry of Regional Development And Construction of Ukraine. 
SACSI gives a form of this Certificate to the Client. Upon drawing the Certificate up, head and members of the Acceptance Committee sign it.

The member of the Acceptance Committee who refuses to sign the Certificate should justify his / her refusal in written form and hand it to the head and other members of the Committee.

Executive of the Acceptance Committee’s member who refused to sign the Certificate should take direct part in adjustment of matters of argument within three days term and can sign this Certificate for the member of the Acceptance Committee who refused to sign the Certificate.
If any member of the Acceptance Committee or its head does not sign the Certificate and does not submit written justification of his / her refusal, the Certificate is considered to be signed by the representative from this respective institution without reserve.
Defects revealed at completed site should be amended within the term defined by the Acceptance Committee.

If the site is unready for commissioning the Acceptance Committee draws up a respective Certificate with resolutions and justification. To commission constructed site one more Acceptance Committee can be formed only after correcting all revealed defects.

The Acceptance Committee checks the level of object’s preparedness for operation within 10 days since the date of its formation.

Within two workdays on the basis of Certificate of Completion SACSI gives the Client or its authorized person Certificate that proves correspondence of constructed object with technical drawings, requirements of state standards, construction norms and regulations (hereinafter – Certificate (see Annex 5.17)) the form of which is approved by Ministry of Regional Development and Construction of Ukraine.
Commissioning date is the date of issuing Certificate by SACSI.

The Acceptance Committee is not authorized to ask for performance of additional works at constructed site except for ones presupposed by technical drawings and data-out.

Upon getting the Certificate, within three working days term SACSI informs self-governance body or local state administration and statistics department about its getting.

On the basis of this Certificate make agreements to supply resources necessary for functioning (water, gas, heat, energy), to include information about construction sites into state statistic accounting and to draw up property ownership.

For sites with maintenance repair works, within 15 days term prior to the site commissioning the Contractor informs CO through sending a letter and makes a request to create the Acceptance Committee that will sign Handover Certificate (Acceptance Certificate). 

Then FG and TSE identify individual structure of the Acceptance Committee and concur the date of commissioning / handover (concur this date with OIU as well). The Acceptance Committee includes 

· Representative from the CO (may be selected from FG members)

· Representatives from contractors
· Technical supervision engineer
· Representative from the developer (should a need arise)

· Representatives from local executive body (VC/ CC)  

· Representatives from QSC 

· Representatives from operating organization or local executive body liable for future use and servicing the object (site owner)

Obligations of the Acceptance Committee after completion of maintenance repair works are described in Annex 5.12.

Work of the Committee results in object commissioning / handover, as well as in signing respective Certificate (see Annex 5.14). The Certificate is approved by the Site Owner and concurred by CO Head.
5.5.2. Giving the Object and / or Added Cost onto the Books of Object Owner 

When head and members of the Acceptance Committee sign Certificate of Completion and SACSI gives Certificate of Compliance (for capital repair works / reconstruction / new construction), or object owner approves Acceptance Certificate (for minor repair works), object owner, in line with Guarantee letter that constructed object is taken onto the books, submitted at the stage of MPP preparation and approval, should take added cost of RCW onto its books within 7 days. This cost, pointed in Certificate of Completion (Acceptance Certificate), is a sum of all signed and paid Jobs Acceptance Certificates in line with Contractor Agreement and paid cheques / invoices for materials / equipment, procured by a CO to secure performance of certain works at the site, included into MP budget. To take the object cost onto Owner’s books, the Contractor should convey in line with the act all present executive documents to the owner (see form of the Act in Annex 5.15). the procedure of taking equipment on the books is the same.

In individual cases, after reconciling with the site owner, CO can leave added cost of RCW/ equipment on its own books and have the wardship of its state in future. 
Since Certificate of Completion (for capital repair works/ reconstruction/ new construction) is signed (Acceptance Certificate for maintenance works), local authorities, community and/ or other local non-governmental organizations (owners of the site) are liable for its further use and maintenance.
Under concrete conditions, signed with contractors, suppliers of equipment and services, the latter (contractors, suppliers) can have contractual warranty. CO should follow Contractors / Suppliers meet their commitments. 
______________________________________________________

CHAPTER 6. Actions Taken after MP Realization: Securing Safe Operation of Buildings and Constructions
After MP realization, to secure consistency of the object, a community should take some actions presented in the form of a diagram:





6.1. Supervision over preservation of buildings / constructions in their operation period
Object owner, engineers and technicians responsible for the site preservation should regularly supervise buildings and constructions while operating, as well as in the period of their temporary disuse. 

There is overall inspection, when the whole building / construction should be examined, including installation, different kinds of finishing works, as well as all elements of external improvement or the whole complex of buildings and constructions and partial inspection, when some buildings / constructions of the complex or separate constructions, kinds of equipment are examined (for instance, stiffening trusses and beams of a building, bridges and pipes along the motor road, wells in sewerage and water supply systems). 

Overall technical inspection of buildings / constructions is held two times a year – in spring and in autumn. 

Spring inspection is aimed at examining the state of buildings / constructions after melting of snow or winter rains (to specify the scope of maintenance repair works of buildings / constructions performed in summer, as well as the scope of capital repair works to include it to next year plan). Thus, object owner, engineers and technicians should:
· Examine thoroughly carrying and protecting structures and find potential damages resulting from weather and other impact 
· Identify defective places that need long-term inspection
· Check mechanisms of opening windows / doors / lamps / gates / other devices
· Check the state and arrange water drains, stone ripraps and flashing. 

Autumn inspection is aimed at checking preparation of buildings and construction for winter. Till that time all summer maintenance works should be accomplished. Thus, owner, engineers and technicians should:
· Examine/check thoroughly carrying and protecting structures of buildings/ constructions and rake measures to remove cracks and gaps 

· Check the state of roof preparation to cleansing snow and availability of necessary instruments (operating tools), as well as the state of chases and drip caps 
· Check operability and availability in winter period of opening windows/ luminaries/ gates/ doors/ other devices
Except for regular inspections (described above), one can hold extra inspections of buildings and constructions after natural disasters (fire, stormy winds, storms, snowfalls, earthquakes, etc.) or accidents. 

Maintenance Activities and measures 
Maintaining buildings and constructions one should: 

· Maintain properly territory surrounding the building/ construction and rainwater disposals.  Paving around the building should be kept in serviceable state. Cracks between asphalt and concrete pavements and walls should be cleaned, and then covered with bitumen, slush, resin or batter
· Maintain the roof and rainwater disposals 

· Maintain impermeability between roof covering and walls/ parapet walls/ pipes/ towers/ aerials and other abutting constructions
· Timely clean snow from walls and roofs of buildings / constructions. While cleaning the roof covering, one is prohibited to use shock action tools that can damage the roof 
· It is excluded that materials, refuse, waste products are decked, as well as flowerbeds and lawns are made in the immediate proximity to walls of the building/ construction
· To exclude throwing of wasted water and steam near the walls of the building / construction
· To exclude spreading of moisture in the premises that can damage dampproofing of basements 

· Maintain the state of in-house water supply, sewerage and heating systems; exclude outflow in bonding bars through cracks in pipe walls, trimmers and devices 

· Maintain ventilation system 

· Intermittently control the state of wood trusses, bridgings and other important constructions of wooden buildings. Secure permanent airing axial spaces in buildings 

· Pay special attention to elements of wooden constructions, that touching the floor, insert elements of a brickwork or concrete constructions 

· In case of appearing cracks in stone / concrete walls, steel concrete columns / summers / trusses / beams / flagstones, install promptly screeds of them and supervise properly the state of cracks and constructions as a whole 

· Maintain verticality of walls / columns / water towers 
· Maintain the state of protective coating in steel concrete constructions, especially those in hostile environment (catchpits, in particular) 

· Monitor the state of construction joints and joint metal constructions (welded, riveted, pinned) 

· Organize proper monitoring over the state of joints of precast structures 

· Exclude rupture of openings in bridging / beams / columns / walls without permit of responsible officers.
Responsible for fire safety employees should check the state of fire precaution measures in all buildings/ constructions in terms that depend on specific conditions of production buildings operation, but minimum once a month 

Supervision Service
CO appoints a person liable for supervising buildings/ constructions. This person should be a building engineer (building technician) that executes his duties all the year round. 

Organizing a Committee liable for general examination of buildings / structures CO Head can be appointed its head. The commission includes an engineer/ technician, as well as people that directly run the building/ construction. 

Results of all types of inspections should be finalized as certificates with specified revealed defects/damages, as well as directions with specified activities and terms of works accomplishing. 

6.2. Securing Financial Support of the Object
To secure financial support of the object in its operation period (after accomplishing RCW) CO should find respective sources of financing. CO should consider this issue still at the stage of planning, to exclude a situation when created or renewed object lacks financial resources for its further maintenance. 

Financial recourses are necessary to:

· Guarantee heating, lighting, water supply, channeling of the object, as well as communication facilities etc. – to pay running bills
· Maintain skeleton staff of the establishment / object
· Pay for services provided by technical staff / institutions that make technical maintenance of the object 

· Perform minor repair works (pay for works beyond the scope appropriated in maintenance agreement; for materials and equipment used for repairing the object)

· Perform capital repair works etc.
CO should provide part of costs on maintenance of the object through regular CO membership fees. Other part (employee retention, in particular) can be received from budgets of different levels, namely, VC / CC / RSA / OSA, if a community institution is under mentioned support. 

Potential sources of financing are different state programmes (namely, social, social-asnd-economic, environmental, energy saving etc.), as well as international projects and charity contribution from sponsors. 

6.3. Repair Works Planning
Plans of repair works are made on the basis of data from technical checkups of buildings / constructions / separate structures / installation and in terms of available costs. At the same time, CO makes plan of capital repair works in money equivalent and natural exponents; the plan should contain: 

· List of repair sites, approved by CO Head 

· List of basic works
· Cost estimate 

· Schedules of repair works 
· Need for basic materials, constructional products, transportation, mechanized auxiliaries and employees
Planning of repair works presupposes a possibility of year-round performance of works with the view of decrease of terms of damages removal. 

Seasonally used buildings and constructions should be repaired in the period of their least work load. For instance, schools and kindergartens should be repaired in summer.

Approximate list of works on maintaining rural water supply systems, as an instance, is given in Annex 6.3.
6.4. Performing Scheduled Repair Works
Repair of buildings/ constructions is a complex of technical measures to maintain / renew primary operation qualities of either buildings as a whole, or their separate constructions. 

All types of repair works in the process of buildings operation are divided into two following groups: 

· Minor repair works (for bearing and protecting constructions in normal / satisfactory state) 

· Capital repair works (for unusable buildings / constructions or separate structures) 

Minor Repair Works
Minor repair works of facilities / constructions include works of regular and timely defense of building/ construction parts as well as installation from premature deterioration through making preventive measures and removing minor damages / breakages. 

Approximate list of minor repair works is given in Annex 6.1. 

Minor repair works should be performed regularly during the year according to schedules prepared  by special service responsible for save operation of buildings / structures on the basis of description of their general, maintenance and extra examinations, as well as requests made by objects’ personnel. 

Emergency damages that threaten safety of people or contaminate equipment/ ruining of building constructions, should be removed at short notice. 

Capital Repair Works 
Capital repair works of facilities / constructions include works in the process of which worn-out structures and details are either reinforced or replaced with more progressive and economical ones, that refine operating capacity of objects, except for complete replacement or replacement of basic constructions with the longest life duration (namely, stone and concrete basements, all kinds of walls, all types of panel walls, pipes of underground systems, bridge footing etc.). 

Approximate list of capital repair works is given in Annex 6.2. 

When performing capital repair works, it is excluded to relocate a pipeline, motor road, communication lines or electric power lines without reconciliation by respective institutions. 

Approximate periodicity of performing capital repair works is given in “Regulations on safe and dependable service of industrial constructions and buildings” mentioned above. In concrete conditions one should specify terms of capital repair works taking into account operating load, climatic conditions and other factors. 

Performing regular capital repair works of a building / construction is inexpedient when: 

· The building/ construction will be demolished / transferred due to prospective construction on the site 

· Enterprise that needed this building / construction had been built will abandon its operation, 

· Reconstruction of the building
· The building will be dismantled due to its ageing aggression  

When performing capital repair works, it is excluded to replace existing construction with the ones that do not correspond with operative technical specifications and norms of new construction. 

Finishing Works 
Building finishing works are considered a special type of repair works.

These works include: 

· Arrangement of dining rooms, public lavatory and expansion of cloakrooms 
· Improvement of electric lighting (including replacement of lamps), heating and airing in the premises 
· Expansion of existing sanitary units 

· Covering cobble and crushed stone pavements with asfalt 

Annexure
Annex 3.1

Description of technical state of buildings / constructions
Table 1. Technical state of the basis and elements of construction 
by parts of the object
	Part of the object, basis and elements of construction *
	Material 
	Assessment of the state **

	

	
	

	
	
	

	
	
	


Table 2. Technical state of engineering water supply, 
sewerage, heating etc. systems 
	Part of the object, elements of installation *
	Assessment of the state ***

	
	

	
	

	
	

	
	


Notes: 

* List of parts of the object, elements of construction and engineering systems is specified through survey materials. 

** One of 4 categories of technical state is written down (either a figure or a word: 

1 - normal; 

2 - satisfactory; 

3 - unworkable; 

4 - emergency. 

*** Specified in line with the rules of survey, assessment of technical state and passport system for dwelling houses and facilities. 

Annex 3.2

Form of Damage Statement
	
	Annex

	
	to the letter by Ministry of Regional development and Construction of Ukraine

	
	24.02.2005 № 7/8-134

	
	and to the letter by Ministry of Communal Services of Ukraine

	
	24.02.2005 № 4/3-260

	
	

	
	

	
	

	APPROVED
CO Head _________________________

	APPROVED
Site owner ________________________

	_____ _____________________________200__.
	_____ _____________________________200__.

	
	

	
	

	Damage Statement (sample)

	
	

	For maintenance repair works in Makarivka village school, Ivanivsky rayon, 

Odeska oblast


	
	

	Conditions for works performance       Investigation of the building

	
	

	The scope of works


	№


	Type of works and expenses

	Unit of measure
	  Number 
	Note 

	1
	2
	3
	4
	5


	1
	Dismantling cut-off switches, outlets

	  100
	0,1
	

	2
	Installing a spiral wrap hose for electric wiring up to 25 mm in diameter

	  100 m
	3,43
	

	3
	A spiral wrap horse, D=25


	  M
	343
	

	4
	Tightening of the first conduit up to 6 sq mm in diameter into pipes

	  100 m
	0,33
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Supervision Engineer 
	 
	 
	 

	
	
	
	

	Representative from CO
	 
	 
	 

	
	
	
	

	Representative from CO
	
	
	

	Representative from the Contractor
	
	
	

	
	
	
	


Annex 3.3

Cost Estimate for Capital Repair Works
     Base _____________________________________________________________________

(drawing, damage statement, description of works)

     Cost Estimate __________________________________________

     Made in prices on ____________ year
     Book value of the site ____________________

	№


	Justification (№ of unit price, reference number of estimated standards etc.)
	Type of works (elements of construction)
	Unit measure
	Number 
	Вартість одиниці виміру
	Total cost

	
	
	
	
	
	
	

	
	
	
	
	
	
	


     Deputy engineering manager of the enterprise (institution) that performs capital repair works (or other official, a person supervising safe operation of buildings and constructions) _________________________________________________________

                                                                                        (signature)

 Machine shop manager            __________________________

                                                          (signature)

 Composed                             __________________________

                                                          (signature)

      _________________________________

             (name of enterprise)

Composite description of works 

     For capital (maintenance) repair works __________________________

     on "____" __________ 199___ 

	 №


	Kind of work
	Unit of measure
	Number 
	Price 
	Cost 
	Notes  

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Annex 3.4

Tender documents
Invitation of Tenders
(compulsory text for a announcement in a printed matter)

1.   Through this announcement community organization «title of a community organization» and United Nations Development Programme (Community Based Approach to Local Development (CBA) Project) invite licensed contractors with good reputation to submit printed price lists to accomplish the following works in frames of Micro-project «MP title»: list of basic prospected works. Experience of performing repair and construction works at similar or more complicated sites is a must.

2.  You can receive free tender documents at the following address: write exact address.  Sealed proposals are to be effective within 60 (sixty) days since uncovering Tender bids and submitted at the address mentioned above before write time, write date; then they will be uncovered in presence of available tender participants. Tender Bids submitted after deadline are not accepted and are returned uncovered to tender participants.

3.  All interested contractors can receive detailed information at: write address / addresses or telephone number.
Standard Tender Documents to Hold a Tender
for the performance of repair / construct works. 
CHAPTER 1. INSTRUCTIONS FOR TENDER PARTICIPANTS 
1.  The scope of works: The Client proposes to submit Tender Bids to perform repair and construction works listed in this target specification. The Contractor – tender winner will have to accomplish all works before the Anticipated Date of works accomplishment. Tender bid of the Contractor that refuses to accomplish works in terms pointed in ‘Price bid pro forma’ of these Tender documents is rejected.

2.  Right to participate in the Tender: All Ukrainian state and private contracting organizations can apply for a tender in case they:

(a) are legal entities, entrepreneurs, and are not connected with the Client or state executive bodies;

(b) are financially independent and in line with their statutes have separate accounts, the right to derive a profit to their capital (statutory fund), have the right to attract credits and derive a profit from realization of goods / works / services;

(c) are non-governmental.

Every Tender Participant can apply only once either personally or jointly with other Participants. All applications that contradict this rule will be rejected.  

3. Qualifying requirements to Tender Participants: To participate in a tender, a Participant should meet the following minimum (qualifying) requirements:

(a) Have a license to perform repair and construction works for a term equal / longer than the contractual term of accomplishing repair and construction works;

(b) Have repaired / constructed (as a General Contractor) minimum one object similar in character and difficulty;

(с) Have financial resources to perform the works successfully; they should be confirmed through bank reference, credit or other financial institutions.
4. Visit to the Site: Contractor pays for his visit and investigation of the site and surrounding territory, as well as for obtaining all necessary information to prepare a Tender bid and settling an Agreement to perform repair and construction works.  

5. Papers constituting Tender Documents:

Chapter 1. Guidelines for Tender Participants
Chapter 2. Draft drawings (kept by CO) 
Chapter 3. Brief information about the site and average implementation conditions
Chapter 4. Specifications of basic materials, necessary to perform repair and construction works
Chapter 5. Bill of works, basic materials and special-purpose equipment
Chapter 6. Proforma of Price-List
6.  Documents constituting a Tender Proposal
: Tender Proposal submitted by Contractors includes the following documents:

Document 1.
Proforma of Price-List 
;

Document 2.
Bill of works, basic materials and special-purpose equipment 6;

Document 3.
Information about working experience and qualification (in line with Paragraph 3 (b) of this Guidelines)6;

Document 4.
Sealed copy of contractor’s license to perform respective repair and construction works (in line with Paragraph 3 (а) of this Guidelines);

Document 5.
Certificate of available financial resources described in Paragraph 3, Subparagraph “с”.

The Client can reject a tender proposal that does not consist of all listed above documents that meet demands described in these Guidelines.

7.  Price list: An agreement is signed to perform all CRW mentioned in Paragraph 1 Invitation of Tenders (advertisement). Amount of an Agreement is identified through positional and total prices, listed in Bill of Works, basic materials and special-service equipment. All prices should be written in national currency of Ukraine. The Contractor should present prices for all works, described in Drawings, Specifications and Bill of Works, basic materials and special-purpose equipment. All taxes and excises that the Contractor should pay for should be included into prices and sum total described in Price List. Prices that the Contractor presents in Price List should not alter in the period of validity of Contractor Agreement (signed with the Tender Winner). 

8.  Validity of Bids: Tender bids should be valid within sixty (60) days from deadline when Tender Bids can be submitted, described in Paragraph 11. The Contractor can suggest the Contractor to prolong the term of validity of Tender Bid for a defined term. CO proposal and the Contractor’s response should be drawn up either in written form or sent by fax or telegraph. 
9.  Language of Tender Bid: All documents belonging to Tender Bid and Agreement should be prepared in Ukrainian.
10.  Order of preparation and submission of Tender Bids: The Contractor should prepare one original of documents constituting Tender Bids in line with Paragraph 6; the block should be marked as ORIGINAL. Besides, Tender participant can submit a copy of his / her Tender bid marked as COPY (in case of diversity priority is given to the original). Original and copy of a Tender bid should be signed by an authorised person ex parte Tender participant. All pages of a Price list having amendments should be countersigned by a person (people) that signed the Price list. Tender participant should seal the original and copy of a Tender bid into two different envelopes and mark them as ORIGINAL and COPY respectively; one can put these two envelopes into one outer envelope. Both envelopes should be addressed to CO (address is indicated in Invitation of Tenders – Advertisement) contain a warning that these envelopes must not be uncovered before Uncovering of Tender Bids, described in Paragraph 2 of Invitation of Tenders – Advertisement.
11.  Place and terms of submitting Tender Bids: Tender Bids should be supplied to community organization up to the date and time defined in the advertisement at the address printed in paragraph 2 of Invitation of Tenders (Advertisement). All Tender Bids that the Client receives after deadline ARE NOT uncovered (ARE NOT made public) and are returned to respective Tender Participant. 
12.  Amendments and Recall of Tender Bids: Price lists cannot be altered/changed. One can recall tender bid only before the tender.

13.  Tender Bids Uncovering: CO uncovers Tender Bids / Price Lists in the presence of available representatives of Contractors concerned when and where it is identified in paragraph 2 of Invitation of Tenders (Advertisement). Uncovering Tender Bids member of Tender Committee seriatim announces Name of Tender Participant, prices and total sum of Price list that he suggests, and recalled tender bids.

14.  Confidentiality of the Process: All information about analyzing, specifying, assessing and comparing tender bids, as well as preliminary findings of Tender Winner CANNOT be made public before tender results are approved by General Meeting of CO and Tender Winner is officially promulgated.

15. Analysis and Comparison of Tender Bids: Agreement will be signed with the Contractor whose Tender Bid meets conditions described in tender documents and who suggests the lowest price. Assessing Tender Bids, Tender Committee should check calculation of all Tender Participants and correct them through revealing any arithmetic mistakes, as is described below:

(a) upon sums discrepancy written in figures and words – priority is given to sums in words;

(b) upon discrepancy between prices and respective sums that are calculated through multiplication of price and quality, priority is given to suggested price;

(c) if tender participant refuses to accept amendments described above, hid Tender Bid will be rejected.

16.  Tender Committee’s right to accept any Tender Bid and reject any / all tender bids: The Client has the right to either accept or reject any tender bid, as well as upon respective justification it can abolish Tender or reject all tender bids any time before Agreement Award; hereby Tender Committee bears no responsibility to tender participants and is not obliged to inform tender participants about the reason of such a decision.

17.  Concluding Agreement and promulgating Tender winner: Winner will be informed about his victory in tender in written from before termination of his Tender Bid. Notice should contain Sum of Agreement (hereinafter and in the Agreement - Sum of Agreement), paid to the Contractor for completing, performing and serving Works conditioned in the Agreement. Written notice about victory in Tender confirms the fact of concluding agreement.

18.  Advance Payment: On the request of the Contractor, the Client can consider contractual advance payment that cannot exceed 10% of total cost of works conditioned in Contractor Agreement.
Chapter 2. TECHNICAL DRAWING AND COST ESTIMATE (is preserved at a community organization)
Chapter 3. BRIEF INFORMATION ABOUT THE OBJECT AND STANDARD TERMS OF REALIZATION

(н) The Object – write the name of the object, is situated in: 20/2 Zarichanska str., Kostyukovychi village, Haisynsky rayon, Vinytska oblast. Brief characteristic of the object:

Here is a sample; while filling in specific tender documents one should write information about the object of implementation:


Site area - 306.18 м2; 

            Construction railroad- existing; site topography - smooth;


Usable area - 497.61 м2;


Basements – concrete blocks; do not need reconstruction;


Outwalls - tiles;


Internal walls - tiles, gypsum plasterboard;


Partitions - tiles, gypsum plasterboard;


Fencing constructions of the premises are in good state;
…
1. Date of Works Beginning– write the date. This is the latest date when the Contractor should start performing the Works.
2.  Language and Legislation. This Contract shall be executed in Ukrainian language. This Contract shall be governed by the Ukrainian Law.

3.  Contacts. Parties may contact only in written form. Notice takes affect after it is received by other Party.

4.  Risks of the Contractor. The Contractor’s risks are risks connected with traumatizing and death of employees, loss or damage to property at the Site and around it (including works, materials and special-purpose equipment and machines, but is not limited to them) from the Date of Works Beginning till signing Handover Certificate.

5.  Terms of accomplishing the works. The Contractor should begin performing at the Date of Works Beginning and perform them in line with the schedule of accomplishing works coordinated with the Client; the Contractor should complete all works till anticipated/estimated date of accomplishing the works that will be written in Contractor Agreement.

6.  Safety. The Contractor is liable for keeping all safety measures at the Site.

7.  Taxes. The Contractor is liable for paying all taxes in line with Ukrainian legislation.

8.  Advance Payment. The Contractor may receive advance payment that does not exceed 10% (per cent) of Sum of Agreement. Otherwise, decision to give advance payment to the Contractor is considered individually, depending on the Client’s resources.
9.  Completion and Handover of Works. The Client shall come into possession of the Site within 7 days since signing Certificate of Completion (Acceptance Act).

10.  Termination of the Contract. Either Party may terminate this Contract pursuant to default on the Contractors’ / Client’s commitments. Default on the Contractors’ / Client’s commitments means the following (the list is not completed):
· The Contractor laid off  the works for longer than 10 (ten) days, without concurrence of the Client;

· The Contractor laid off  amending of Defects noted by the Client for more than 21 (twenty one) days since respective notice; 

· The Contractor laid off completion of works for more than 30 (thirty) days. Besides, the Client may terminate this Contract over other reasons by no less than 30 (thirty) days’ written notice of termination to the Contractor. Immediately when the Contractor receives this notice, he shall stop all works, lay up the object within 15 (fifteen) days since the date written in the note.

11. Force Majeure: Either Party may terminate this Contract by no less than thirty (30) days’ written notice of termination to the other Party to be given after the occurrence of  any of the following events: act of war and catastrophes (namely, earthquakes, floods, fire, etc.).  
12. Payments upon Termination. Upon termination of this Contract pursuant to default on the Contractors’ commitments, the Client shall settle Handover Certificate to the amount of performed works and procured materials, less advance payments to the Contractor prior to the effective date of signing Handover Certificate  

13. Dispute Settlement. Any dispute between Parties as to matters arising pursuant to this Contract that cannot be settled amicably may be submitted by either Party for settlement in accordance with Ukrainian legislation. Arbitration tribunal is defined in line with Commercial Code of Ukraine.
Chapter 4. SPECIFICATIONS OF BASIC MATERIALS NECESSARY TO PERFORM REPAIR AND CONSTRUCTION WORKS
 (write MP title).

	№
	Type of works
	Type of material (equipment)
	Standard 

(State Standard, Technical Specifications) 
	Notes

	1
	2
	3
	4
	5


	1.
	Works that need specific materials are listed in Bill of works, materials and special-purpose equipment 
	Materials necessary to perform mentioned works (WITHOUT POINTING NAMES OF MODELS AND PRODUCERS)
	Government standards of listed materials (SSs, state technical specifications)
	Additional specific information about works and materials, listed in respective columns. One should write specific technical characteristics and operating parameters instead of names of models and producers


    «Reconciled»

Position and name of an authorized representative from an institution 
that applies for a tender:

	L.S.
	
	Signature:
	 ________________________________________ 

	

	

	Chapter 5. PRICE BID OF A TENDER PARTICIPANT 

(BILL OF WORKS, BASIC MATERIALS AND SPECIAL-PURPOSE EQUIPMENT)

	
	 
	

	(title of an establishment – tender participant)


	The Client: Community organization «write CO title», «write MP title» and United Nations Development Programme ( Community Based Approach to Local Development (CBA) Project)

	Object: «write MP title», situated in write the address.

	
	Total cost: 
	

	
	
	     UAH.

	COST OF ANY MATERIALS/ EQUIPMENT TO PERFORM THE WORKS MENTIONED ABOVE THAT WILL BE PROCURED BY THE CONTRACTOR SHOULD BE INCLUDED IN PRICE BID


	№ 
	Reference number and № of a standard position 
	Type of works, basic materials and special-purpose equipment
	Unit of measure
	Number 
	Price for a unit, UAH
	Total cost, UAH

	1
	2
	3
	4
	5
	6
	7


	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	


	
	
	


FILLED IN BY THE CONTRACTOR
 AND IS A GENERAL PRICE
 PRICE BID:
	
	
	Total (nonregistering the cost of works and materials, is rendered by the Contractor), UAH 
	
	


	
	     Position and name of the Contractor’s authorized representative:

	
	
	
	
	
	
	
	
	

	
	
	L.S.
	
	Signature:
	 ____________________________________

	
	
	
	
	
	
	
	
	

	Electronic version of Bill of works, basic materials and special-purpose equipment is available at write address and telephone number. 
	
	


Chapter 6. PRICE BID PRO FORMA 
____________(Date)
Whom:
write full name 
Head of CO «write the title»

Write the address
We suggest to conclude an Agreement on terms written in Tender Documents. Sum of Agreement:  _____________________________________________________________________ (write out in words) UAH., inclusive of VAT - ______________________________ UAH. 

We agree to perform Works listed in the Agreement in (write out the number) calendar days from the Day of Works start.

Attached Tender bid and Your written consent (accept) will confirm the fact of concluding Agreement between us. We realize that you are not obliged to accept Tender bid with the lowest price list or any other submitted Tender bid. 

We confirm that this Tender bid will be effective in the period mentioned in Tender documents.

Authorized representative from the Contractor:_________________________________

(representative’s signature, family, first, second names, and position)

____________________________________________________________________

L.S.
Contractor’s Title:
___________________________________________________

Address:

___________________________________________________




___________________________________________________

Telephone:

___________________________________________________

Fax:


___________________________________________________

Standard target specification to prepare TD-CE 

(included in Tender Documents)

Approximate list of Tender Documents to prepare Project target specification 
Chapter 1. Instructions for Tender Participants (see above)
Chapter 2. Old draft drawings available in CO
Chapter 3. General information about the Site
Chapter 4. General scope of project works 

Chapter 5. Detailed description of tasks and requirements to TD-CE
Chapter 6. Proforma of Price List (see above)
Approximate structure of chapters constituting Tender Documents at preparing technical drawings
Chapter 3. GENERAL INFORMATION ABOUT THE SITE
1.1   Micro-Project: write the title and address.

1.2   Type (maintenance repair, reconstruction, new construction, etc): 

Example: maintenance repair works in school
1.3   The Client: example: CO Mayak.

1.4   List of designer’s services: conducting 
technical surveys, preparation of TD-CE; exercising designer’s supervision.
1.5   General description of building area:


Building area – rural school, located in: address, with the following technical characteristics:

     -     example: built in 1974;
     -     example: a three-storey building – in one ell and a two-storey building – in the other; total area - 1329 sq m and cubic content - 7587 sq m;
     -     example: repair of a boiler room (replacement of boilers) and maintenance repair of school building were performed in 1986;
     -     example: basements - continuous, precast concrete blocks; 
     -     example: walls - brick, partially damaged;
     -     example: partitions: brick and gypsum concrete, partially damaged;  
…
1.6   Basic planning and technical decisions to be elaborated in technical drawings and cost estimate (should meet standards of energy saving and environment protection).

     -     example: arranegement of local water supply source on the basis of the well;
     -     example: reconstruction of the roof including replacement of existing rolled-strip roofing  with a new conical one above the gym, workshops and canteen;
     -     example: repair of blind area and its arrangement in line with technical drawings;
     -     example: repair of facelift including dinging;
In the course of accomplishing tasks, the list of basic planning and technical decisions, as well as separate their aspects can be specified (concurred by the Parties) recorded in Design Tasks. 

1.7   Kind of Fuel: example: individual gas heating
1.8   Requirements to arrange a building area: "non" OR list project arrangement decisions.

1.9  Requirements to safety and labour protection: in line with governmental specifications. 

1.10  Requirements to preparing special measures presupposed in TD-CE: primary fire measures should be provided.
1.11  Requirements to preparation of chapter “Assessment of influences on environment”: in line with GCS.

1.12  Other requirements: write other requirements, if any.

CHAPTER 4.  Objectives and GENERAL SCOPE OF PROJECT designer’s WORKS / services
          The following services should be rendered meeting Agreement to be:

2.1 On the basis of conducted technical surveys, Technical Drawings and Cost Estimate (TD-CE) are prepared to perform maintenance repair of school. 

2.2 Official concurrence of prepared TD-CE;
2.3 Defense of project decision in the process of complex Governmental appraisal / separate parts of Governmental Appraisal concerning correctness of prepared technical drawings; 

2.4 Rendering services of designer’s supervision of correspondence of completed repair and construction works with prepared TD-CE; making amendments in prepared TD-CE in the process of Micro-Project realization (should a need arise). 

CHAPTER 5. DETAILED DESCRIPTION OF TASKS AND REQUIREMENTS TO WORKS / SERVICES / DOCUMENTS
 TD-CE consists of:

3.1 General Explanatory note to TD-CE. 
3.2 Draft drawings, namely:
     -     layout on the scale of 1:500;
     -     plan of skiagraph and improvement;
     -     plans of outer engineering networks and systems prepared on geodetic basis (water supply, sewarage, energy supply, heat, connection systems);
     -     architectural plans: of floors, attic, roof, panes, sectional elevations on the scale of 1:100 (with indicated existing and proposed decisions, writing in different colours is desirable);
     -     construction plans of blocks and details on the scale of 1:50;
     -     plans of manufacturing equipment and erection plans of connecting equipment, plans of furniture location on the scale of 1:100 (with indicated existing and proposed equipment and furniture);
     -     drawings of improvement / re-equipment of inside engineering networks and systems (heating, water supply, sewarage, energy supply, connection systems).
Draft drawings should contain clear graphic representations, should be published as a booklet meeting Governmental construction specifications and standards of Ukraine. Draft drawings should be officially coordinated with:
3.3 Passport of finishing works.
3.4 Project of repair / construction order.
3.5 Cost estimate prepared in prices actual in 2008.
To specify separate details of preparing TD-CE the Parties coordinate workshops, that should be recorded. 

Annex 3.5

Minutes of Uncovering Tender Bids
(Participatory Procurement) 

	Title of Micro-Project: ____________________________________________________________ _______________________________________________________________________________________

	Date and Time of Uncovering Tender Bids: ________________________________________ _______________________________________________________________________________________

	Place of Uncovering: _____________________________________________________________________

	# of handed out blocks of tender documents ___________________________________________

	# of received Tender Bids ________________________________________________

	Registration List of Available CO Members:
№
	First, Second Names, Surname
	Elected Position
	signature

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	
	
	
	


Registration List of Available Representatives from Tender Participants (Contractors):
	№
	First, Second Names, Surname; Position
	Institution
	Signature

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	
	
	
	


1. The Meeting was opened by _________________________________________________________(First, Second Names, Surname), CO Head, ________________________________________________________
Then envelopes with Price Lists submitted by Tender Participants were uncovered and assessed. Assessment results were tabulated in Assessment of Tender Bids adjoined to this document.

Additional explanation and recommendations concerning documents improvement (should a need arise):

_______________________________________________________________________________________
_______________________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________
Head of Tender Committee                                                                       /__________________________/

Secretary                                                                                                       /___________________________/

Member of Tender Committee                                                                      /___________________________/

Member of Tender Committee                                                                      /___________________________/

Member of Tender Committee                                                                      /___________________________/

Assessment Table (compliance) of Tender Bids (TB) with Requirements, identified in Tender Documents
(Annex to Minutes of Uncovering Tender Bids)
	Name of tender participant (TP)
	Is outer envelope sealed?
	Power of Agent’s Warrant, (should a need arise)
	Availability of Proposal Proforma (letter)


	Availability of Bill of works, basic materials and special-purpose equipment
	Availability of information about experience and qualification 
	Availability of a copy of license to perform RCW
	Availability of a certificate proving financial resources of an enterprice
	Sum of Price List, UAH
	First, Second Name, Surname, Position and Signature of available representative from a Tender Participant
	Notes

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Notes:     1. Taking into consideration considerably low cost of works, other documents maybe unnecessary.
	Head of Tender Committee    ______________________________________________________   / __________________________________________________/


Date: ___________________
Annex 3.6

REPORT ON SELECTION OF THe CONTRACTOR (SAMPLE)
(Participatory Procurement)

	1.
	Name of Micro-project:
	«write MP name» 

	
	
	

	2.
	Community organization:
	«write CO name» 

	
	
	

	3.
	Concise description of Works:
	«Describe the works mentioned in a tender announcement»

	4.
	Preliminary estimate of Works, UAH: 
	write preliminary estimate of works in UAH 

	5.
	Date of inviting to a Tender / announcement:
	Write the date (invitation or announcement)

	6.
	List of organizations – Tender participants:
	__________________________________________________________

All invited organizations can participate in joint EU/ UNDP competitions/tenders

	7.
	Deadline of applying for a tender:
	Write the date  

	8.
	Organizations that have participated in a Tender:
	

	Contractor’s name
	Date of receiving tender bids
	Price list, UAH

	NAMES OF ORGANIZATIONS – TENDER PARTICIPANTS
	Date 
	Amount 

	2) 
	Date 
	Amount 

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


	9.
	Explain selection criteria, other from “the lowest price”, if any:
	Absent


	10.
	Ranking of Tender bids that match laid-down conditions in line with price criterion:

	Contractor’s name
	Price list, UAH

	1) NAMES OF ORGANIZATIONS – TENDER PARTICIPANTS
	Amount

	2)
	Amount

	     
	     

	     
	     

	     
	     


	11.
	Tender bids that do not match laid-down conditions:

	Competitor’s name
	Justification/Comments

	1)               absent
	     


	12.
	Name of the contractor that suggested the lowest price: 
	___ Write the name of a tender participant.


	13.
	Amount of the won Contract, UAH:
	Write an amount, UAH.

	14.
	Approximate date of winning the Contract: 
	Write approximate date

	15.
	Write and comment of terms and conditions to be concurred additionally by parties in the process of Agreement before signing:
	     

	16.
	Objections and claims of other contractors (comment them – if any)
	     

	Date:
	Write the date when the Report is approved                       _______________.
	


CO Head ______________________________ / _____________________/

CO TC Member _____________________________ / _____________________/

CO TC Member _____________________________ / _____________________/

CO TC Member _____________________________ / _____________________/

CO TC Member _____________________________ / _____________________/

Annex 3.7                          

M E E T I N G    № ______

meeting of community organization __________________________________________________________ 
micro-project _____________________________________________________________________________
(MP name)

Approval of tender results and draft project
_________________________________




„ ____”  ______________  200_ .
           (place of holding the meeting) 

Present:

FG Members:

___________________________________
___________________________________

___________________________________

Representative from the Site Owner:

___________________________________
Representative from Local Executive Body
 VC / CC:

_______________________________

AGENDA:

1. Consideration of price lists submitted by tender participants _____________________________________________________________________________

2. Identification of a tender winner
_____________________________________________________________________________

3. Approval of technical drawing and cost estimate to perform _____________________________________________________________________________

                                                                                               (kinds of works)

THE COURSE OF CONSIDERATION:

_____________________________________________________________________________

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

DECISIONS MADE:

1. _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________3.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Annexure to this Meeting:

1. Resolution on TD-CE approval
CO Head                                             __________    /____________________/





                         signature                             full name
Representative from the Site 
Owner                                                     __________   /____________________/


           signature

                  full name
Representative from local executive
body VC/CC

       __________   /_____________________/


            signature
               full name
Representatives from CO                                     __________    /_____________________/

                                                                   __________   /_____________________/


             signature
              full name
Annex to the Minutes 
CO meeting_______________

on „ __” ____________ 200_ 
R E S O L U T I O N
of approving draft project
Micro-Project „______________________________________________________

                                                            ________________________________________________________________________”

	1.
	The building (construction),

 its location

	

	2.
	Nature of Works (maintenance repair, capital repair, reconstruction, expansion, new construction)
	

	3.
	 Base estimated cost of construction (in line with consolidated budgeted cost calculation), including estimated cost of civil and erection works

	

	4.
	Progress data
	

	
	Site Area 
	

	
	Building area (outside overall dimensions of the building)
	

	
	Construction volume of the building
	

	
	Gross area of the building (of all floors)
	

	
	Total length (for water supply systems, etc.)
	

	
	Holding capacity (of pupils), 

Capability
	

	
	# of employees 
	

	5.
	Project entity - designer 
	

	6.
	Chief engineer of the project (executer of TD-CE)
	


CO Head                                      __________    /____________________/





             signature                             full name                         
Representative from Site
Owner                                          __________   /____________________/


signature

                  full name
Representative from local 

self-governance body VC / CC              __________   /_____________________/


signature
full name
Representatives from CO              __________    /_____________________/

                                                       __________   /_____________________/


signature
full name
Annex 3.8

Micro-Project Proposal (model)
1. Information about Village / City Council
Name of the council: хххх

Number of settlements / microdistricts: хххх 

Total number of citizens: хххх
Name of village head: 
хххх




 

Tel. / e-mail: хххх
2. Information about community organization (CO)

Status of the territory (settlement / microdistrict / street / building): хххх
Name of CO: хххх





Date of formation CO: хххх (date of the first CO minutes)
Total number of households on the territory: хххх


Number of households / apartments with special status: хххх
Total number of citizens in households / apartments: хххх



Number of citizens with special status:  хххх
Total number of CO members: хххх   (male: хххх   female: хххх )

Registration number (in line with state registration certificate): хххх



Legal form (СМО, cooperative, АСБД, NGO): хххх 

Names of MU-CO (executive body):

Head:      хххх




Tel. - хххх
Treasurer: хххх


                            Tel. - хххх
Secretary:  хххх




Tel. - хххх
Activist:  хххх
Activist:  хххх
Activist:  хххх
Balance sheet of community development fund – хххх
· Membership/commitment fees:   (in line with CO minutes)
· Sustenance fees: хххх
· Community Project fund: (funds included into 5% of community’s contribution)
· Other income: хххх
Finding of available funds 

· In investments (supporting documents if any): хххх (these can be funds given to individual CO members as a short-term credit)
· On bank account (in line with a certificate from the bank): хххх
· In organization’s cash box: хххх
3. Information about plan of community development 

Total number and types of projects identified by CO: хххх (example – 6 projects)
a. Projects aimed at social development: хххх (example – 2 projects)
b. Projects aimed at economical development: хххх (example – 3 projects)
c. Environmental projects: хххх (example – 1 project)
d. Other Projects: хххх (example – none)
Type and name of projects identified by CO priority-wise in community development plan (example)
	№№
	Name of the project
	Type of the project
(social, economic, ecological, infrastructural, etc.)
	№ of the project’s priority (in line with the rules described in Annex  -XIV )

	1
	Replacement of windows and doors in LHP
	economic
	1

	2
	Repair of roof covering in kindergarten
	economic
	2

	3
	Arrangement of physics classroom in school
	social
	4

	4
	Procurement of furniture and office equipment for youth center
	social
	3

	5
	Re-laying floor covering and replacement of sewerage system at school
	economical
	5

	6
	Arrangement of basin banks
	environmental
	6


 Note: Community Development Plan is complemented with minutes of the meeting that identified priority of projects, and with a letter signed by CO members.

4. Information about the project that CO suggests for financing 
Name of Micro-Project: ххххххх  write MP name taking into consideration UNDP / CBA major activities’ priorities
Content and justification of the project (describe):
Here one should give detailed information about the following issues:

· History of the building / engineering structure to be repaired;

· Function of the building / engineering structure and its passport data (current technical and economic characteristics, capacity);

· History of the building / engineering structure concerning problems of its damage and its elimination (write years and kinds of performed repair works);

· Current state of the building / engineering structure with detailed description of all elements;

· List of works or deliveries to be performed in frames of MP realization and their influence on current state of the building / engineering structure;

· List and content of prepared TD-CE;

· Influence of RCW to be on improving current state of the building / engineering structure
Criteria of the project selection: (priority of the problem, health saving, improving living conditions etc.)
Terms of the project (dates of start and completion): хххх
Total number of beneficiaries: (i) Households: хххх (ii) Citizens: хххх 
(a) Male: хххх (b) Female:  хххх 

(iii) Households with special status:   хххх
Total cost:  хххх
     Cost per person:  хххх
Cost Sharing Proposal (preliminary budget of micro-project):          (example)
	№№
	Counterparts
	Contribution Form and Sum (UAH)
	Note

	
	
	Cash
	Contribution in kind*
	Total
	

	1
	Community organization
	6 169.00
	1 005.00
	7 174.00
	

	2
	Village / city council 
	25 087.00
	
	25 087.00
	

	3
	Rayon state administration
	22 599.00
	
	22 599.00
	

	4
	UNDP / CBA
	48 931.00
	
	48 931.00
	

	5
	Private sector
	1 200.00
	473.00
	1 673.00
	

	6
	Other 
	0,00
	
	00.00
	

	
	Total 
	
	
	105 464.00
	


* Monetary value of contribution in kind is defined and tabulated in column ‘Contribution in kind’. 

5. Project realization, its operation, serving and sustainability 
Here one should: а) describe the plan of the project realization in line with the elaborated schedule (see Annex), mention responsible members of FG / CO for separate kinds of works till the site commissioning, describe mechanism of public audit over profits and expenses and financial reporting at CO general meetings; b) describe schedule of routine repairs after MP realization and sources of getting funds for their performance (including paying for services); c) describe available human resources to serve the site, terms to realize the strategy, problems that will be solved through MP realization in future, plans of extra activities and searching for sources to hold these activities, activities to disseminate obtained experience, plans for the next CO activities. 
           Date when functional group was created (supplement minutes of the meeting):

Full names of members of a functional group 

Head:      хххх




Tel. - хххх
Treasurer: хххх




Tel. - хххх
Secretary: хххх




Tel. - хххх
Activist: хххх
Activist: хххх
6. Financial monitoring and reporting 

Terms of submitting financial reports to CO members (example: at the next CO meeting)
Terms of submitting financial reports to the СВА and village / city council, rayon state administration (example: once a month)
Terms of submitting progress reports (example: once a quarter)

Хххх ххххх


Name and signature of CO Head
Date:   хххх
LS
Approval by local executive bodies 

Village / city council ххххххх expresses its consent and support of mentioned above projects proposed by CO ххххххх. Thus, in line with the cost sharing described in the agreement village / city council agrees to give its contribution of ххххххх UAH and recommend projects for co-financing from the СВА.


Хххх ххххх


Signature
Full name of the head of village / city council
Date:  хххх
LS 

Annexure to Micro-Project Proposal:
1. Covering letter from OIU with necessary information;

2. Certificate of CO Registration;
3. CO statute (unneeded if OIU team checked whether CO statute takes into account all elements recommended in Annex – XVI of the Manual for COs);

4. Minutes about selection of CO executive body(a letter signed by CO members is added to every Minutes mentioned below);
5. Minutes of CO meeting held to identify CO priority problem at the site (vidimus from the minutes see paragraph 3 of Micro-Project proposal);

6. Minutes about appointing a person responsible for CO financial activities;

7. Minutes about approval of final MP cost and sum of fees paid by CO members;
8. Minutes about authorizing a CO representative (either had or other member) to sign micro-project proposal and Grant Agreement with UNDP; 

9. Minutes about creation a functional group and its duties; 
10. Bank Certificate about CO having a bank account with all required banking details;

11. Bank Certificate about availability of residual funds on the CO bank account;
12. Final or draft technical drawings (TD-CE) (or separate drawings with specifications, title page and cost estimate) approved by the site owner, local self-governance body (VC / CC) and (should a need arise) by rayon architect, compulsory is availability of photo materials, other required concurrence.
13. Bill of works, materials and special-purpose equipment to realize micro-project that will be financed by the СВА and other counterparts (compulsory is also submitting electronic version of this Annex in an EXСEL file) with final MP cost;

14. Tender documents with CO minutes (if tender has already been held);
15. Letters from donors (VC / CC, RSA, private sector, etc) that prove their consent to support MP and give respective contribution (on stamped forms signed and sealed);
16. Letter of Guarantee from the site owner proving the fact that he takes the object onto the books;

17. Certificate given by tax administration (should a need arise);

18. Auditors Report (should a need arise).

Annex 3.9

Sample of CO covering letter to EU / UNDP - СВА Project about co-financing (submitted with MPP)

To Mr.  xxxxxxx,,

International Project Manager,

EU/ UNDP СВА

Kyiv, Ukraine
Content: submitting Project Proposal
 Xxxxxxx community organization has prepared proposal of community micro-project “ xxxxxxx ”. the proposal has been approved by community members and xxxxxxx village / city council, as well as xxxxxxx LDF / State Administration to finance on cost-sharing basis. We guarantee that we will give our monetary contribution of ххххххх UAH. We will be grateful if the СВА Project approves the proposal and supports community organization in the process of the project realization through giving a small grant and organizing trainings. 

We submit detailed information about the project and respective explanatory documents for your consideration.

Yours faithfully,


xxxxxxx




Full name  

CO Head 
xxxxxxx_
/_ xxxxxxx_/
Date:  xxxx
Annex 3.10 
Bill of Works, Materials and Special-Purpose Equipment to realize a micro-project (SAMPLE)
	
	Name of micro-project: «ххххххх»
	
	
	
	
	
	
	
	
	
	

	
	Name of CO:  ххххххх
	
	
	
	
	
	
	
	
	
	
	

	
	Settlement: ххххххх
	
	
	
	
	
	
	
	
	

	
	VC /CC: ххххххх
	
	
	
	
	
	
	
	
	
	
	

	№ 
	Cost Justification (code and № of standard position or reference to a tender bid)
	Kind of work and expenses in line with cost estimate
	Unit measure
	#
	Cost of a Unit, UAH
	Total Cost, UAH 
	Shares, UAH
	# of the CBA Tranche

	
	
	
	
	
	
	
	The СВА Project 
	CO
	VC / CC
	RSA
	Private Sector
	Other
	

	 
	 
	Chapter 1. WINDOWS
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	1
	Estimation of working hours, CO
	Taking glazed window frames away 
	100 sq m
	0.34
	400.00
	136.00
	 
	136.00
	 
	 
	 
	 
	 

	2
	Estimation on 10/03/2008
	Foam, tube
	pieces
	11
	34.36
	378.00
	 
	378.00
	 
	 
	 
	 
	 

	3
	Р6-10-3
	Installation of window blocks
	100 sq m
	0.45
	1 050.41
	473.00
	 
	 
	 
	 
	473.00
	 
	 

	4
	Tender on 09/28/2008 Winner LLC "Era"
	Double-glazed windows  
	Sq m
	45
	553.30
	24 899.00
	7 000.00
	1 000.00
	6 800.00
	8 899.00
	1 200.00
	 
	2 СВА tranche 

	5
	Р11-30-1
	Plastering of flat window and door esconsons 
	100 sq m
	0.16
	4 893.85
	783.00
	 
	783.00
	 
	 
	 
	 
	 

	 
	Total in Chapter 1:
	26 669.00
	7 000.00
	2 297.00
	6 800.00
	8 899.00
	1 673.00
	0.00
	 

	 
	 
	Chapter 2. REPLACEMENT OF ROOF COVERING
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	6
	Р8-2-4
	Dismantling wavy roof covering
	100 sq m
	1.8
	1 400.00
	2 520.00
	 
	 
	2 520.00
	 
	 
	 
	 

	7
	Р8-1-1
	Dismantling of лат made of creviced bars 
	100 sq m
	1.8
	800.00
	1 440.00
	 
	 
	1 440.00
	 
	 
	 
	 

	8
	С111-1716
	Dampproof foil 
	м2
	190
	7,90
	1 501,00
	1 501,00
	 
	 
	 
	 
	 
	 1 СВА tranche

	9
	Tender on 10/08/2008 Winner PE"MAF"
	Tiling
	100м2
	1,8
	5 550,00
	9 990,00
	 
	 
	9 990,00
	 
	 
	 
	 

	10
	Tender on 10/08/2008 Winner PE "MAF"
	Cost of tile
	Sq m
	184
	140,00
	25 760,00
	25 760,00
	 
	 
	 
	 
	 
	 2 СВА tranche

	11
	Tender on 10/08/2008 Winner PE "MAF"
	Roof nails
	units
	1520
	0,88
	1 338,00
	1 338,00
	 
	 
	 
	 
	 
	 3 СВА tranche

	12
	Tender on 10/08/2008 Winner PE "MAF"
	Ridge elements (1 unit - 1 m)                                                                     
	1m
	38
	48,00
	1 824,00
	1 824,00
	 
	 
	 
	 
	 
	 2 СВА tranche

	13
	Tender on 10/08/2008 Winner PE "MAF"
	Fireproof of wooden structures (liquor, DSA-1)                                                                     
	100 sq m
	1,84
	1 850,00
	3 404,00
	3 404,00
	 
	 
	 
	 
	 
	 3 СВА tranche

	 
	Total in Chapter 2:
	47 777,00
	33 827,00
	0,00
	13 950,00
	0,00
	0,00
	0,00
	 

	 
	 
	Chapter 3. INSTALLATION OF DRAIN 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	14
	Рахунок ТОВ "АБК" від 03.10.2008р.
	Installation of drainage tubes, elbows, sinks and funnels                                                                     
	100м
	3,64
	1150,00
	4186,00
	 
	4186,00
	 
	 
	 
	 
	 

	15
	Invoice by LLC "ABK" on 10/03/2008
	Plastic tubes for drainage system                                                                  
	м
	26
	54,00
	1404,00
	 
	 
	1404,00
	 
	 
	 
	 

	16
	Invoice by LLC "ABK" on 10/03/2008
	Plastic pipes for drainage system                                                                     
	м
	12
	49,00
	588,00
	 
	588,00
	 
	 
	 
	 
	 

	 
	Total in Chapter 3:
	6178,00
	0,00
	4774,00
	1404,00
	0,00
	0,00
	0,00
	 

	 
	 
	Chapter 4. REPAIR OF HEATING SYSTEM
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	17
	Estimation of working hours, CO
	Dismantling of radiators, up to 80 kg  
	100шт
	0,08
	1074,41
	86,00
	 
	86,00
	 
	 
	 
	 
	 

	18
	Tender on 11/01/2008 Winner CJSC "Teplo"
	Laying steel unzinked heating pipes 20 mm is diameter
	100м
	0,72
	560,28
	403,00
	 
	 
	403,00
	 
	 
	 
	 

	19
	Tender on 11/01/2008 Winner CJSC "Teplo"
	Steel carved unzinked black pipes, diameter of apparent run is 20 mm, thickness of ribs 2,5 mm
	Sq m
	72
	7,33
	528,00
	 
	 
	528,00
	 
	 
	 
	 

	20
	Tender on 11/01/2008 Winner CJSC "Teplo"
	Installation of cast-iron radiators                                                                   
	100кВт
	0,206
	1406,52
	290,00
	 
	 
	290,00
	 
	 
	 
	 

	21
	Tender on 11/01/2008 Winner CJSC "Teplo"
	Cast-iron radiators, МС-140, total height 588 mm, after installation - 500 mm high                                                                     
	кВт
	20,6
	393,42
	8 104,00
	8 104,00
	 
	 
	 
	 
	 
	 1 СВА tranche

	22
	Tender on 11/01/2008 Winner CJSC "Teplo""
	Filling the system with water, supervision                                
	100 sq m
	8
	2,15
	17,00
	 
	17,00
	 
	 
	 
	 
	 

	 
	Total in Chapter 4:
	9 428,00
	8 104,00
	103,00
	1 221,00
	0,00
	0,00
	0,00
	 

	 
	 
	Chapter 5. REPLACEMENT OF BOILERS IN A BOILER ROOM
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	23
	Tender on  10/14/2008 Winner  PE "Hazovyk"
	Installation of gas bypass boilers with energy productivity up to 0. 21 mega watt [0,18 gigacalorie/h]                                                                     
	units
	2
	856,16
	1 712,00
	 
	 
	1 712,00
	 
	 
	 
	 

	24
	Tender on  10/14/2008 Winner  PE "Hazovyk"
	Gas domestic boilers, "Rivneterm-48" equivalent                                                                    
	units
	2
	6850
	13 700,00
	 
	 
	 
	13 700,00
	 
	 
	 

	 
	Total in Chapter 5:
	15 412,00
	0,00
	0,00
	1 712,00
	13 700,00
	0,00
	0,00
	 

	 
	Total cost of works, materials and special-purpose equipment pointed in Chapters 1-5 (sums):
	105464,00
	48931,00
	7174,00
	25087,00
	22599,00
	1673,00
	0,00
	 

	 
	Total cost of works, materials and special-purpose equipment pointed in Chapters 1-5 (percentage):
	100,0%
	46,4%
	6,8%
	23,8%
	21,4%
	1,6%
	0,0%
	 

	 
	Including natural contribution, pointed in Chapters 1-5:  
	 
	 
	 
	 
	 
	 
	 
	 

	1
	Estimation of working hours, CO
	Dismantling glazed window frames                                                                    
	100 sq m
	0,34
	400,00
	136,00
	 
	136,00
	 
	 
	 
	 
	 

	5
	Р11-30-1
	Штукатурення плоских поверхонь віконних та дверних укосів по бетону та каменю
	100 sq m
	0,16
	4 893,85
	783,00
	 
	783,00
	 
	 
	 
	 
	 

	3
	Р6-10-3
	Installation of energy saving window blocks
	100 sq m
	0,45
	1 050,41
	473,00
	 
	 
	 
	 
	473,00
	 
	 

	17
	Estimation of working hours, CO
	Dismantling radiators < 80 kg                                                                    
	100 units
	0,08
	1 074,41
	86,00
	 
	86,00
	 
	 
	 
	 
	 

	 
	Total natural contribution of counterparts, pointed in Chapters 1-5 (contribution in kind):
	1 478,00
	0,00
	1005,00
	0,00
	0,00
	473,00
	0,00
	 

	 
	Total financial contribution of counterparts, pointed in Chapters 1-5:
	103986,00
	48931,00
	6169,00
	25087,00
	22599,00
	1200,00
	0,00
	 

	
	
	
	
	
	
	
	
	
	

	CO Head "ххххххххх"   __________________________ /хххххххх/
	


Annex 4.1

Sample of covering letter from LDF / RSA to EU / UNDP concerning cost sharing
To Mr  xxxxxxx,

International Project Manager
EU/ UNDP СВА

Kyiv, Ukraine
Date: xxxx
Content: Proposals to the Project 

xxxxxxx organization has prepared a local development plan approved by community members and xxxxxxx  village / city council. Local Development Forum investigated and discussed the proposal at its meeting held on xxxxxxx; Local Development Forum approved the plan and recommended Oblast State Administration to insert it into regional development plan xxxx. Rayon council / Rayon State Administration approved the project and made an appropriation of xxxxxxx UAH for it. Still, budget funds allocated by rayon state administration and village / city council are not enough to realize the Project. Thus, we will be grateful if EU / UNDP – CBA Project finances community micro-project.
Micro-project recommended for financing: 
· xxxxxxx.
We submit detailed information about the micro-project and respective explanatory documents.

Yours faithfully,


xxxxxxx,
 /__ xxxxxxx_/

Head of Rayon State Administration and Local Development Forum 
Annexure:

Annex 5.0  
Sample of CO Application to the CBA Project to Assign the Next Tranche
To Mr  xxxxxxx,

International Project Manager
EU/ UNDP СВА

Kyiv, Ukraine
Content: Proposals to the Project 

             Xxxxxxx community organization realized ………. stage of micro-project « …………………………». To complete the next stage pursuant to the Agreement N ______ signed on ______ , community organization needs respective funds to procure materials / equipment and perform works ( list kinds of works) to implement its micro-project.

             Currently CO does not have necessary funds, thus, we ask you to transfer the next ………. Tranche to the of our community organization (write bank details). We would be grateful if the Project allocates these funds and supports further implementation of our micro-project. We commit ourselves to monitor use of transferred funds and send report to the CBA Project within xxxхх days.

We submit detailed information about the use of the previous tranche and respective explanatory documents.

Yours faithfully,
CO Head 


xxxxxxx,
 /__ xxxxxxx_/

L.S.
Date: xxxx
Sample of a note written by OIU representative on this paper (should be written by hand)
        I inform you that ххххххх community organization realized ххххххх stage of its micro-project.

I affirm accuracy of the stated information and recommend to transfer the next UNDP tranche pursuant to the request. I commit to monitor use of transferred funds within хххх days. 
Full name
ххххххххх OIU Coordinator   _________________________________ /хххххххххх/

Date: хххх
Annex 5.1 
Financial documents added to the Report on the next tranche (sample)
	Number of Agreement (Contract):
	
	
	

	Date of signing Agreement (Contract):
	
	
	

	Name of CO:
	
	
	

	
	
	

	
	
	
	
	

	№ 
	Date of procurement
	Kind of document
	Goods / services
	Sum

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	
	
	
	Total, UAH
	 

	
	
	
	
	

	
	
	
	
	

	
	
	CO Head "___________"           ________________/__________/
	

	
	
	
	
	


Annex 5.2
Extract from the Handbook
of workers’ eligibility characteristics 
(APPROVED and RAN in on 01/01/2000 by State Committee of Construction, Architecture and housing policy of Ukraine on 10/13/1999 № 249.)

Issue 64

Construction, erecting and repair works. Construction of underground railroads, tunnels and underground special-purpose structures
Chapter 1. Managers, Personnel
6. CONSTRUCTION SUPERVISION ENGINEER (CSE)
TASKS AND OBLIGATIONS. CSE supervises technical performance of repair and construction works. Controls correspondence of the scope, terms and quality of civil and erection works, as well as quality of materials, goods used for construction with the approved technical drawings and cost estimate, construction norms and regulations, technical conditions, labour protection and fire-protective norms. Participates in amending drawings due to implementation of progressive technological processes, planning and design concepts, as well as in discussing and concurring design decisions in construction process. Efficiently solves problems of replacement of materials, goods, structures (without reduction of RCW quality). Studies reasons that disturb terms of construction and impair its quality, takes measures to prevent these infringements. Accepts technical side of completed civil and erection works and sites, prepares required technical documents to submit to the Acceptance Committee, participates in the Acceptance Committee. Monitors the way construction organization amend defects; prepares necessary information to report on performing capital repair works.

IS OBLIGED TO KNOW: directives, instructions, orders, methodological, normative etc. materials to perform civil and erection works; perspectives of technical development of the construction organization; technical conditions and schedules of performing civil and erection works, standards of construction materials, details, constructions; construction norms and regulations; fundamentals of production technology and means to perform civil and erection works; procedure of accepting constructed objects; methods of quality control; procedure of preparing technical drawings and cost estimate and other technical documents; advanced domestic and foreign experience of performing civil and erection works, new construction materials, goods, constructions; fundamentals of economics, industrial engineering, labour and environmental laws; regulations and norms of labour protection, production sanitation and fire protection.

QUALIFICATION REQUIREMENTS
PRINCIPAL SUPERVISION ENGINEER. University degree or equivalent (magister / specialist) and refresher trainings. Minimum 2 years’ length of engineering service (1st rank supervision engineer).

1st RANK SUPERVISION ENGINEER. University degree or equivalent (magister / specialist / bachelor) and refresher trainings. Minimum 2 years’ length of engineering service (2nd rank supervision engineer) for a specialist; minimum 3 years’ length of engineering service for a bachelor.

2nd RANK SUPERVISION ENGINEER. University degree or equivalent (specialist / bachelor) and refresher trainings. No demand of length of engineering service for a specialist; minimum 2 years’ length of engineering service for a bachelor.

Довідник кваліфікаційних характеристик професій працівників. Випуск 64 "Будівельні, монтажні та ремонтно-будівельні роботи. Будівництво метрополітенів, тунелів та підземних споруд спеціального призначення". Розділ І "Керівники, професіонали, фахівці". - Київ: УкрНДЦ "Екобуд", 1999. - 68 с. ISBN 966-95409-0-9.
Annex 5.3
Diagram presenting the process of construction works while performing capital repair works (reconstruction, new construction) and routine repair works.

       Capital Repair Works                                                          Routine Repair Works
     (Reconstruction, New Construction)             

                                                                                          






                                                                          










  

Annex 5.4
Application to receive a permit for construction (Sample)
To Head of State Architectural-and-Construction Surveillance Inspectorate 
(region, town)
Builder (Client)_____________________

(title, address, telephone, bank details)

Application
I request for a permit to perform the following construction works _____________ (kind of works, title and address of the site) on the basis of the following documents:

1. Permit for construction ___________________________

(authorized body, date and number of the document)
2. Document certifying property right / right of use of a land parcel
(authorized body, date and number of the document)
3. Project documents was elaborated ___________________

(title of design organization)

and approved ___________________________________

(authorized body, date and number of concurrance document)
4. Complex conclusion of state investment expertise ________________________

(authorized body, date and number of the document)
5. Documents concerning appointing responsible performers ____________________

(document, its date and number)
6. Termination of civil and erection works __________________________________

(quarter, year)

Builder (Client) 

Annex 5.5

Handover Certificate
MP _________________________________________________
Community Organization (CO) _______________________________________, that represents the «Client» including:

CO Head    _______________________________________________________

CO Members  __________________________________________________________

Technical Supervision Engineer _________________________________________________
on the one hand and «Performer» of works presented by:

Head of Contractor’s Organization       __________________________________
made this Certificate. Now therefore the parties hereto hereby agree that the site situated in 
_______________________________________________________________
and being ____________________________   with neighbouring territory 
is handed over to the Performer to perform works in the period of 
from __________               till ________________ 

	“THE SITE IS ACCEPTED”, 
“____”___________ 200__:
	“ THE SITE IS HANDED OVER”,

“____”___________ 200__:

	The Contractor
	The Client

	
	

	_________________________/__________./ Director ___________________________
	_________________________/__________./

CO Head:

	L.S.                                                  (title, full name)
	L.S.                                                  (title, full name)
CO Members:

_________________________/__________./

_________________________/__________./




Approved:                                                                           

	Technical Supervision Engineer 

	_____________________/ ___________/




Authorized Representative of the Site Owner                    

_____________________________________                  / __________________________ /                                                                                                             (title, full name)
L.S.
Annex 5.6

General Journal of Works
(Title page)

Name and number of micro-project    ____________________________________________________________

___________________________________________________________________________________________

Contract №  ______________________________________________________________

Name of construction organization “Contractor” and its bank details:

___________________________________________________________________________________

___________________________________________________________________________________

The Client __________________________________________________________________________

Start of works (pursuant to the Agreement) :_______________________________________________________

Termination of works (pursuant to the Agreement): ________________________________________________

 ______________, 200_.

                                                  GENERAL JOURNAL OF WORKS № _____
(page 1)
1. Site _____________________________________________________________________

2. Address ___________________________________________________________________________

3. Name and bank details of design organization ___________________________________________________
___________________________________________________________________________________________

4. Full name of the chief project engineer ________________________________________

___________________________________________________________________________________________

5. Title, full name and signature of representative from construction organization responsible for performance of repair and construction works and keeping General Journal of Works ______________________________

___________________________________________________________________________________________

6. Full name of technical supervision engineer _____________________________________________

___________________________________________________________________________________________

7. Full name of OIU Representative 
___________________________________________________________________________________________

8. Cost of works pursuant to the Contract ___________________________________________________________

9. Start of works (pursuant to the schedule): __________________________________________________

10. Termination of works (pursuant to the schedule):  ______________________________________________

11. Organization that approved the project (draft project) and date of its approval ___________________________

___________________________________________________________________________________________

12. Subcontract organizations and works they perform _______________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

Table 1, Annex 5.6

List of engineering manpower 
	Full name, area of work
	Start of works at the site 
	Note about holding permit perform works
	Termination of works at the site


	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Table 2, Annex 5.6
List of certificates ancillary commissioning of bearing structures and 
	survey of hidden works
№


	Certificates (including location of construction and works)
	Date of signing the Certificate, initials and title of signers

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Table 3 Annex 5.6
Bill of leading supervision of the works quality 
	Date
	Parts and elements of construction, their location with reference to number of the drawing 
	Results of quality supervision 
	Titles and signatures of responsible persons 


	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Table 4, Annex 5.6
List of specialized journals of Works 
	Specialized Journal and date of its delivery
	Organization that keeps the journal, surname, initials and title of responsible person 
	Date of handing the journal over and signatures of authorized persons 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Table 5 Annex 5.6
Lists of performed works
	Date
	Brief description and conditions of performing the works (should a need arise, with reference to the works performed by subcontract organizations), title, surname, initials and signature of responsible person 

	
	

	
	

	
	

	
	

	
	


Table 6 Annex 5.6
NOTES by monitoring bodies and inspectorates 

	Date
	Notes by monitoring bodies or reference to the directive
	Note concerning amending defects and check of their completion

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Recommendations of Keeping General Journal of Works
1. General journal of works is a basic primary labour document presenting manufacturing sequence, terms, quality and conditions of performing civil and erection works.

2. General journal of works is kept at construction of separate or a group of similar buildings / constructions situated within one building site.

3. General journal of works is kept by responsible officer (executor of works, senior executor of works) since the beginning of works at the site either personally or with the help of shift’s superintendant. Expert construction and erection organizations keep expert journals of works. After completion of works expert journal is given to general construction organization.

4. General Contractor fills in the title page prior to beginning of construction with the participation of design organization and the Client.

5. Manager from general construction organization makes a list of technicians-and-engineers working at the site (Table 1).

6. See Table 2 for information about certificates to be prepared at construction site.

7. See Table 3 for information about supervised works.

8. Table 4 is filled in by a person responsible for keeping general journal of works.

9. Regular information about performance of works (from their beginning till completion) included in Table 5 comprises the main part of the journal.

This part of the journal contains information about beginning and completion of works and reflect progress of their performance.

Works are described by elements of construction in the building, including designation of arbors, floors, tiers, sections and rooms where these works are performed.
Besides, this part of the journal contains brief information about methodology, used materials, ready goods and constructions, forced downtime of construction machinery (with mentioned measures), testing of equipment, systems, networks as well as description of forced downtime, discrepancy from draft drawings and their concurrence, change in location of securing, protective and signal fencing, transfer of transport and fire systems, laying, re-laying, dismantling temporary engineering systems, availability and keeping operational control of quality, amending and re-doing performed works, as well as meteorological and other conditions of works.
10. Table 6 is filled in by authorized people supervising performance, as well as by authorized representatives from design organization in the process of its field supervision.

11. General journal of works is numbered, tied together, containing all signatures at the title page and sealed by the construction organization.

12. At commissioning the object, general and expert journals of works are handed to the Client who keeps them till inauguration. After inauguration of the object both journals are handed to operation organization.

Annex 5.7
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Report
on examination of quality and volume of repair and construction works 
№ MP:                                                                            Date of examination
Name of MP:

Total Cost of MP:                                                     Cost of RCW:              

                                                                                  % of the building readiness:

Structure of the quality steering committee:

  
Technical expert from RSA / CC                                                              

Representative from RSA (focal point)                                  

Representative from OIU                               

Information about technical and field supervision at the site 

Technical supervision engineer:    

Representative from desigher:
                                                                                                                          Write the name of design organization)
	№
	Object of examination
	Examination results

	
	Bill of works
	

	
	Passport of the site
	

	
	Field supervision journal
	

	
	Availability of documents in MP file
	 

	
	The scope of works
(if they are pursuant to the Contract)
	

	
	Faults in performing certain works (if any)
	

	
	Availability of Acts of Inaccessible Works
	

	
	Quality of materials used (availability of certificates for basic materials)
	

	
	Schedule of Works and prolongation  of Contractor Agreements 
	

	
	The manner of amending defects
	

	
	The way CO supervises quality of RCW (keeping registration journal) 
	

	
	Meeting ТБ requirements at the site
	

	
	General impression of the quality of performed works (satisfactory, unsatisfactory) . 
	


Recommendation of QSC for UNDP financing: 

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Examination was performed by: 

Technical expert from RSA / CC                                  ___________________ /_________________ /              representative from RSA (focal point)                        ___________________  /_________________ /            

Representative from OIU                                  _______________________ /_________________ /   

«Approved»          

Representative from the site owner                                   ___________________ /_________________ /

CO Head                                                          ___________________ /_________________ /

Representative from the Contractor                                        ___________________ /_________________ /               

Annex 5.8
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Construction Passport of the Site (sample)
Site: 
Repair of water supply system in Berezove village, Horokhivsky rayon.

Cost of repair and construction works: 
116,469.00  UAH.
The Client: 
Community organization Natkhnennya, CO Head: Sych V.О.
Community project: «Improvement of water supply in Berezove village and repair of water tower»   
Financed by: 
European Union, United Nations Development Programme,  Horokhivska RSA, community of Berezove village.
Designer: 
CJSC VOLYNVODPROEKT institute 
Address, tel.: 1, 8 Bereznya Str., Lutsk; 

Head: Petrov P.S.

The Contractor:  МП SANTEKHMONTAZH
Address, tel.: 
48, Shakhtarsky micro district, Novovolynsk; 8 (03344) 3-91-62      
Head: Kotyuk А. V. 

Responsible for construction:

Resident engineer:
Mazur V.О.;

tel.: 8 097 830 57 75
Monitoring bodies: 

Field supervision (designer): 
CJSC VOLYNVODPROEKT institute тел. 8 032 226 786
UNDP / CBA Project: Volynska Oblast Implementation Unit        tel. 8 032 224 850

Technical supervision engineer:
Saphonov S.P., tel.: 8 097 430 87 25 

Site owner: 
Berezivska village council, Horokhivsky rayon, Volynska oblast.
Start of works: 

«12» March 2009 
Termination of works:          «22» June 2009 
Annex 5.9

Approved:

Ministry of Regional Development and Construction of Ukraine
 






12/05/2000 N 273








Registered in 

 






Ministry of Justice of Ukraine
 






on 12/25/2000 №945/5166

Extract from the Appendix №2, Regulations of Giving Permit
for Construction
4. List of Construction Works without Permit
4.1. Maintenance repair of buildings / structures without changing target of the premises.

4.2. Capital repair works  and reconstruction of air electric lines.

4.3. Renovation of sunk / laying new paving around the building to protect the ground under basements from scouring / overwetting.

4.4. Protection of networks from electric corrosion. 

4.5. Renovation of sunk / laying new pavements.

4.6. Renovation of sunk / laying new roads near buildings.

4.7. Installation of playgrounds, planting neighbouring territory. Construction of sports grounds in yards, in micro-rayons.

4.8. Installation of ornate fencing < 1 m high around season terraces of cafes (unsheded season trade grounds).

4.9. Temporary buildings and structures without basements.

4.10. Works performed to suppress accidents (collapse) and renovation of objects’ functioning.
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Approximate List of Executive Documents,

Submitted to acceptance, working committees
at commissioning the site in line with order of the Ministry of regional development and construction of Ukraine (pursuant to Resolution of CMU 10/08/2008 № 923)
	№


	Document

	1.
	Акт приймання геодезичної розбивочної основи для будівництва 

	2.
	Акт прийняття нульового циклу

	3.
	Акт прийняття зовнішнього водопроводу

	4.
	Акт прийняття зовнішньої каналізації

	5.
	Акт прийняття внутрішньоквартальних, внутрішньомайданчикових теплових мереж і гарячого водопостачання

	6.
	Акт прийняття зовнішнього електропостачання

	7.
	Акт прийняття внутрішньоквартальних, внутрішньо- майданчикових систем водозливу, дренажу 

	8.
	Акт прийняття теплопункту

	9.
	Акт прийняття системи опалення

	10.
	Акт прийняття внутрішніх систем водопостачання 

	11.
	Акт прийняття систем і випусків внутрішньої каналізації

	12.
	Акт прийняття системи і випусків внутрішнього водозливу із будинку

	13.
	Акт прийняття внутрішньої електропроводки, силового електрообладнання, підключення будинку до ТП і забезпечення постійного електропостачання  

	14.
	Акт прийняття внутрішньої і зовнішньої мереж і систем газопостачання

	15.
	Акт прийняття систем вентиляції 

	16.
	Акт прийняття сміттєпроводів і приміщень сміттєзбірників

	17.
	Акт прийняття систем протипожежного водопроводу та обладнання

	18.
	Акти про випробування обладнання телефонізації, радіофікації, телебачення, сигналізації та автоматизації

	19.
	Акт про готовність до експлуатації ліфтів

	20.
	Акти прийняття технологічного обладнання та пусконалагоджувальних робіт

	21.
	Акти прийняття робіт з герметизації вводів інженерних комунікацій

	22.
	Акти на заховані будівельно-монтажні роботи та акти про прийняття відповідальних конструкцій

	23.
	Акти радіаційного обстеження приміщень на:

- рівень ПЕД зовнішнього гамма-випромінювання;

- ЕРК Радон-222

	24.
	Акт про закладення проектної документації до страхового фонду документації, якщо такий об'єкт будівництва входить до переліку об'єктів і споруд, за якими проектна документація закладається до страхового фонду документації

	25.
	Архітектурно-технічний паспорт об’єкта

	26.
	Довідка бюро технічної інвентаризації

	27
	Довідка про інвестиційну вартість об’єкта будівництва

	28.
	Довідка про виконання робіт з упорядкування і озеленення території

	29
	Документи, що свідчать про відповідність матеріалів, конструкцій і виробів, які використані під час виконання будівельно-монтажних робіт

	30.
	Журнали виконання робіт, авторського нагляду, матеріали перевірок органами державного нагляду в процесі будівництва

	32.
	Протокол дослідження питної води

	33.
	Схема фактичного розташування інженерних мереж


Note: This List may be altered and supplemented with acts and other documents at the request of GCR, СНиП, ДСТУ, ТУ, Project etc., depending on the type and complexity of the Site 
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Diagram presenting handover of completed RCW.










Annex 5.12
Obligations of Acceptance Committees
The Working Committee is obliged to:

· check the correspondence of completed repair and construction works with: technical drawing and cost estimate; construction norms; as well as check results of complex testing of equipment, object’s preparedness for commissioning; taking labour protection, sanitary, environmental, radiation measures;

· on the basis of checked scope of works estimate their quality;

· check validity of individual testing of installed manufacturing equipment;

· accept tested manufacturing equipment for its complex testing;

· test the equipment and prepare conclusion;

· check individual bearing structures and elements of buildings / constructions and, should a need arise, test them;

· check connection of the object to engineering systems and other constructions;

· check acceptance of respective outfit and equipment by state supervision inspectorates;

· check accuracy of Hidden Works Certificates;
· check accuracy of conclusions made on the basis of testing of water supply and heating systems.
In case of defects in construction works that can be amended prior to the meeting of the State Acceptance Committee, Act of unfinished works and defects is drawn up. Head of the Working Committee hands it to the Contractor and to the Acceptance Committee.
Supporting documents submitted to the Acceptance Committee. 

Beside documents submitted to the Working Committee Head of CO and FG hands the following documents to the State Acceptance Committee:

· approved technical drawing and cost estimate; certificate for  basic technical-and-economic indexes;

· list of design and other organizations that developed the site;

· siting documents and permit by State Architectural-and-Construction Surveillance Inspectorate to perform repair and construction works;

· geological and hydro-geologic materials of the site, acts of ground testing and analysis of ground water;

· geodetic plan of engineering systems;

· passports for equipments and mechanisms;
· certificates given by state operation organizations that outer cold and hot water supply, sewerage, heating, gas and energy supply, and connection systems will ensure normal operation of the construction;

· compiled materials of the Working Committee proving that the site is prepared for commissioning by the State Acceptance Committee
The Acceptance Committee (at capital repair works / reconstruction /new construction) is obliged to:

· Check correspondence of:
1. architectural, constructive, and engineering decisions at constructed site with approved and concurred project, executive documents, governmental standards, construction norms and recommendations, technical conditions, other normative documents;

2. completed civil and erection works with requirements in normative documents;

3. results of individual and complex testing of equipment with standard indexes;

4. installed engineering, manufacturing equipment and documentary confirmation of correspondence of performed works with initial data.
· Make sure in quality of completed works. 
Quality of repair and construction works is checked through estimation of separate kinds of works in line with technical drawing and cost estimate. Estimating quality of repair and construction works one shall check enforcement of established parameters: namely, geometric (proportions, marks, gaps, admission), physical-and-mechanical (durability, impermeability, state of the surface, humidity, temperature) and other parameters, as well as shall take into consideration norms of aesthetics. 
All works presupposed by technical drawings and governmental standards, construction norms should be performed, while equipment should be installed and tested at constructed objects. 
At production objects with manufacturing equipment all required works should be performed in line with engineering order, the project.

It is prohibited to commission the object with structure of starting complex changed out-of-established-order.

To prepare for the work members of Acceptance Committee shall prior learn technical drawings and cost estimate. Estimation shall begin with joint visit to the Site followed by thorough analysis of established facts. Besides, they shall pay special attention to the List of defects and notes made by monitoring organizations in general journal of works. 
Commissioning of the site is held after SACSI gives Certificate of Compliance on the basis of Certificate of Completion.

Client’s Acceptance Committee (maintenance repair) is obliged to:

· Check correspondence of completed repair and construction works with: technical drawing and cost estimate; construction norms; as well as check results of complex testing of equipment, object’s preparedness for commissioning; taking labour protection, sanitary, environmental, radiation measures;

· on the basis of checked scope of works estimate their quality;

· check validity of individual testing of installed manufacturing equipment;

· test the equipment and prepare conclusion;

· check individual bearing structures and elements of buildings / constructions and, should a need arise, test them;

· check connection of the object to engineering systems and other constructions;

· check acceptance of respective outfit and equipment by state supervision inspectorates;

· check accuracy of  Hidden Works Certificates;

· check accuracy of conclusions made on the basis of testing of water supply and heating systems, 

In case of defects in construction works that can be amended, the Parties draw up Act of unfinished works and defects to point revealed defects and oblige the Contractor to amend them (within 1 month). 

The site is commissioned after respective estimation and amending all defects, signing Acceptance Certificate and its approval by the Site Owner. 

Prior to applying for commissioning constructed object the Client should 
(pursuant to Resolution by the Cabinet of Ministers of Ukraine 10/08/2008 № 923):
· receive a written note from the General Contractor that the object has been completed;

· receive a certificate with postal address from local executive body;

· pursuant to the agreement signed with the General Contractor, receive architectural-and-constructional passport of the site in line with the Order of Ministry of Regional Development and Construction of Ukraine 09/09/1999 № 220;
· receive a certificate from Technical Inventory Bureau (TIB);

· apply to SACSI to receive the list of Acceptance Committee members;

· prepare letters-invitations to members of the Acceptance Committee for participation with reference to Resolution of the Cabinet of Ministers of Ukraine 10/08/2008 № 923 and receive written their confirmation (letter, certificate etc.).

· prepare a certificate for SACSI concerning availability of required documents at the site;

· pursuant to the agreement signed with the organization, prepare a technical report on correspondence of completed works with governmental construction norms and other normative documents, of technical specifications with approved TD-CE with marks by respective monitoring bodies, works in general, equipment, engineering systems. 
The report is a recommended one, but in its basis it provides simplification of commissioning process and is a proof of respective indexes mentioned in architectural-and-technical passport; on the basis of this report an inspector prepares conclusion concerning the site commissioning.

Only a competent licensed organization prepare the report with the participation of the General designer and the Client.
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Types of Works and Constructions to Prepare Hidden Works Certificates
(GCR А.3.1-5-96 С.45)
1 Earth works
· inspection of earth works layout, grounds for earth-deposits;

· examination of ground quality in basements and underbuilding;

· keeping to proper technology at packed soil;

· preparation of the earth-deposits basement;

· check correspondence of the project with proportions of the opening;

· checking the level and character of underground waters;

· taking protective measures at construction on sinking and leaf soils;

· installation of drainage systems;

· taking off and use of fertile layer of the soil for further reclaiming.

2 Basements
· prepared basement, correspondence of available stratification and characteristics of soils with the ones mentioned in the project documents;

· check soils to reveal infringement of their natural characteristics / quality of their compression comparing to the project data;

· selection of samples of ground for laboratory tests;

· selection of check samples of concrete.

3 Concrete and reinforced concrete cast-in-situ structures
· acceptance of the curb installed and prepared for concrete casting;

· correspondence of the valve with draft drawings;

· selection of check samples of concrete;

· check and selection of all shut constructions and their elements;

· acceptance of completed concrete / reinforced concrete structures including estimation of their quality;

· sedimentary and dilatation joints in constructions.

4 Concrete and reinforced concrete built-up structures
· acceptance of basements and other cushions;

· welding works;

· anticorrosive protection of metal joints;

· grouting joints in precast elements;

· clipping and encapsulation of joints;

· acceptance of mounted constructions / their parts.

5 Stone structures
· upsetting and dilatation joints;

· dampproofing of stone masonry;

· valve and metal details an stone constructions, their anticorrosive protection;

· fastening elements of balconies, bows, tables, window sills in stone masonry;

· ventilating duct and flue-pipes in stone walls.

6 Metal Structures
· acceptance of carrying area;

· random check of joints.

7 Wooden Structures
· acceptance of basements and other cushions;

· antisepsis of wooden constructions and their protection with waterproofing materials;

· fireproofing of wooden construction;

· dampproofing from masonry of outwalls with thermo-insulating materials;

· acceptance of windows and doors.

8 Roofs, Dampproofing
· acceptance of dampproofing basements covering;

· acceptance of flooring of rolled strip materials;

· acceptance of isolation layers between laying the next layer;

· acceptance of isolation on the area to be shut with stone masonry, protection enclosures, water or soil;

· dampproofing of dilatation.

9 Floors
· basement of the floor on the soil;

· completion elements of floors;

· dampproofing of the floor in utility cores, balconies and stanzas before constructing the next structures.

10 Stoves and brick chimneys 

· acceptance of basements to construct a stove / chimney, stove framing and kiln-housing;

· expansion joints in masonwork ;

· verticality of center line of chimneys;

· protection of chimneys from the lightning.

11 Inside sanitary-and-technical works 

· preparedness of niches, canals and striations for laying pipelines and installation of sanitary devices;

· accuracy of slopes, bows of pipes, installation of sanitary devices;

· accuracy of installation and operability of the valve, relief valves, automation and inspection equipment.

Annex 5.14

          “CONCURRED ” 



        

  “ APPROVED ”

_______________________________
                                           ___________________________ 

       (CO Head)



                                   (Site owner)                    

 ”___” ___________________ 200_ 
                                         ”___” _________________200_  

_______________________________                                            ______________________________

(full name, signature of responsible person)

                            (full name, signature of responsible person)

L.S.





                                L.S.
ACCEPTANCE CERTIFICATE
HANDOVER OF COMPLETED REPAIR AND CONSTRUCTION WORKS (routine repair works)

____________________________________________________ MP   _________________________________________________________________ 

v. ________________                                                                                                       "___"________200__ 
the Acceptance Committee, appointed ___________________________________________

___________________________________________________________________________   

(name of the Client – Community Organization that appointed the Acceptance Committee)

minutes on “___” _______________200__ № _____________________

including:
Head – Client’s Representative ___________________________________________                                                                                                     

                                                          (full name, title)

____________________________________________________________________________

Members of the Committee – representatives from:

The Client (Builder) 

                          ________________________________________________________________

                                                                                                                    (full name, title)
The Site owner 

                         _____________________________________________________________

(full name, title)
The General Contractor
                          ______________________________________________________
(full name, title)

The General Designer _________________________________________________

(full name, title)

Local self-governance body 
___________________________________________________________________________

(full name, title)

State Fire-Fighting Inspectorate ___________________________________________ 

 (full name, title)
State Sanitary Inspectorate _______________________________________________________________ 

(full name, title)
CO Representatives, _________________________________________________________________________
                                                      (full name, title)

QSC Representatives, ________________________________________________________________________

______________________________________________________________________________________________
                                                   (full name, title)

Technical Supervision Engineer ______________________________________________________ 

                                      (full name, title)

DETERMINED:
1. The General Contractor    _________________________________________ __________________________________________________________________                                                                                                                         (name of organization and its departmental belonging)
presented completed repair and construction works performed at the site:   ________________________________________________________________________ 

(name of the site)
in: ___________________________________________________________________
(oblast, rayon, settlement, micro-district, street, number of the building )

            2. Repair and construction works were performed by the General Contractor pursuant to the schedule in line with Agreement № ______________ signed on “ ____ " ______ 200_ and other organizations  _____________________________________________________________

_________________________________________________________________________

(should a need arise, names of other organizations, and performed works) 

On the basis of technical drawings and cost estimate of the Draft Project „_____________________ ______________________________________________________________________________ ”

prepared by design organization:  ___________________________________________________________________________

(name of design organization, and its departmental belonging)

        3. Technical Drawing and Cost Estimate were approved with:       CO Minutes __________________________________________________________________________

(name of the body that approved TD-CE )

        4. Performing repair and construction works the following works have been completed:
_______________________________________________

_______________________________________________
_______________________________________________
        5. Repair and construction works were performed within: beginning _____________ 

completion ______________

Time of construction was defined in Contractor Agreement: ______ days,

actually ______(days).

6. The following documents were submitted to the Acceptance Committee: 

· ______________________________________________

· ______________________________________________

· ______________________________________________

· ______________________________________________

7. Labour protection, fire-preventive and environmental measures provided in the Agreement were:

___________________________totally provided__________________________ 

(information about provision)

8. Conclusions about unfinished works and defects: absent,( amended) .

9. General conclusions: 

· Repair and construction works are totally completed in line with Contractor Agreement № ______________  on “ ___ " _______200__ , and approved Bill of works, materials and special-purpose equipment necessary to realize micro-project, and correspond with technical drawings and cost estimate.  
· Total cost of repair and construction works is:
      ____________ UAH. Exclusive of VAT, VAT – ____________ UAH., 
                     Total -   ___________ UAH. (_______________________________UAH)                                                                                              sum written out in words  
10. Resolution of the Acceptance Committee
Accept completed repair and construction works at the site ____________________________________________________

                                                                                         (name of building, construction, premises ) 

 Of micro-project ______________________________________ 

                                                                                     (name of micro-project )

11. General Contractor within duration of cover defined in conditions of Contractor Agreement_№ __________  on “__" ______ 200__  , namely, within _____ months, guarantees quality of preformed repair and construction works and will amend defects resulting from his works revealed in operation process.
SIGNATURES:

1. Head of the Acceptance Committee:________________________________________________

____________________________________________________________________________________________

                                                                               (full name, title)
Members of the Committee – representatives of:

2. The Client:__________________________________________________________________________ 
                                                                                                                                                    (full name, title)

3.Site Owner: ____________________________________________________________________________

____________________________________________________________________________                   (full name, title)
4.General Contractor     __________________________________________________
____________________________________________________________________________
(full name, title)

5.General Designer_________________________________________________

_____________________________________________________________________________

(full name, title)

6. Local Self-Governance body  ______________________________________ 

_____________________________________________________________________________

(full name, title)

7. State Fire-Fighting Inspection _________________________________________

_____________________________________________________________________________

(full name, title)
8. State Sanitary Inspection ______________________________________________________________________ 

_____________________________________________________________________________

(full name, title)
9. Representatives of CO _______________________________________________________________________

____________________________________________________________________________________________

                                                             (full name, title)
10. Representatives of QSC ____________________________________________________________________

____________________________________________________________________________________________

                                                             (full name, title)
11. Technical supervision engineer  _____________________________________________________________________________ 

_____________________________________________________________________________

                                                   (full name, title)
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                                                                                            Concurred:

                                                                                            CO Head
                                                                                            ________________________
                                                                                             „ ___” ____________200_.

A C T
handover of micro-project executive documents
 «____________________________________________________________________________________________________________________________________________________________»

    v. _________________                                                                  «__» ___________200_.

       We, the undersigned, director _____________________________________________ (hereinafter - Executor), in the person of ______________________________ , acting on the basis of the Statute on the one hand, and ______________________________ (hereinafter – Site Owner) in the person of ________________________________________  on the other hand, drew up this Act to confirm that Executor hands over, and Site Owner accepts executive documents of the site «___________________________________________________________________________» consisting of:
 1. Draft project _____________________________________________________________               «____________________________________________________________________ with amendments).
 2. Journal of performing works.
 3. Journal of field supervision.
 4. Certificates of performed works.
 5. Quality Certificates for basic materials and passports for minor equipment (copies).
 6. Certificates of covered-up works. 
 7. Contractor Agreements and additional agreements to it (copies).

 8. CO Minutes №__ on «__»________200_ confirming creation of the Acceptance Committee.

 9. Acceptance Certificate.

10. (other documents in line with a special list, should a need arise)

       Handed over executive documents are prepared in line with requirements of State Construction Regulations of Ukraine, regulations of fire-preventive, sanitary and environmental safety.

Representative of Executor                                                                        ______________
L.S.
Representative of Site Owner:                                                                _______________                            

L.S.                                                     
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SCHEDULE OF WORKS
	Number and name of Microproject: ХХХХХ  ‘Capital repair of secondary school in Zhavriv village: repair and procurement of equipment



[image: image9.emf]Етап

Вартість 

(грн.)

Відповідал

ьна особа 

від ОГ

21_30 1--10 21--31 1--10 11--20 21-30 1--10 11--20 21--30

1

1 етап (ремонт 

системи 

опалення)

9428,00

І.Іванов 

2

2 етап (заміна 

котлів, наладка 

автоматики 

топкової)

15412,00

А.Бутов

3

3 етап (заміна 

вікон та ремонт 

відкосів)

26669,00

Н. Рябов

4

4 етап (ремонт 

покрівлі)

47777,00

Ф.Старик

5

5 етап 

(влаштування 

водостоків) 

6178,00

21.08-29.08          

5 

робітників

М.Попов

105464,00

16.07-30.07 

8 

робітників

Етапи робіт

липень серпень



червень вересень

20.07-31.08                          

10 робітників

Всього:



15.06-30.06    

6 

робітників

11--20

01.07-15.07 

4 

робітники


Start of works «__»______________200_.                                                                      Termination of works: «__»______________200_.                                                                      
«Approved»                                                                                                                                                     «Concurred»

CO Head «_________________________»                                                                                                      Contractor’s Representative________                                                                  

_____________________ /_______________/                                                                                          _____________________ /_______________/
 L.S.                                                                                                                                                                                                     L.S.
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APPROVED
Ministry of Regional Development and Construction of Ukraine

№

CERTIFICATE № □□□□□□□□□□
(Registration number)
Compliance of constructed building with technical drawings, governmental construction norms and rules
This Certificate 

(name of state architectural-and-construction body)
testifies correspondence of constructed building (individual launching complex):

_____________________________________________________________________
(name of the site pursuant with the project, type of construction (new construction, reconstruction, restoration, capital repair, technical 
_____________________________________________________________________
re-equipment etc), site address, basic site figures)

with technical drawings, governmental construction norms and rules, and confirms its preparedness for commissioning.
The Client of construction 

(Full name for physical entities; name, code ЄДРПУО for legal entities)
_____________________________________________________________________
_____________________________________________________________________
General designer (designer)

(Full name for physical entities; name, code ЄДРПУО for legal entities)
_____________________________________________________________________
General Contractor (contractor)

_____________________________________________________________________
(Full name for physical entities; name, code ЄДРПУО for legal entities)
Certificate is given on the basis of Certificate of Completion «___»
200_ р. settled by the Acceptance Committee, created by the Order


_____________________________________________________________________
(name of state architectural-and construction body)
on «
»
200_  №
.
Date of giving the Certificate «
»
200_ 
_______________________    __________________       ______________________
(head / deputy head)
(signature)
(full name)
L.S.                                                                     

Pursuant to Closure 18 of Commissioning Procedure approved by the Cabinet of Ministers of Ukraine on 10/08/2008 № 923, certificate proving correspondence of constructed building with technical drawings, governmental standards, norms and regulations is a reason to settle agreements to supply these sites with required resources, namely, water, gas, heat, energy etc., as well as to include these objects into governmental statistic reporting and register propriety ownership for this object.

Head of State Architectural-and-
Construction Surveillance Inspectorate




/________________/
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Approximate List of Minor Repair Works
FOR BUILDINGS 

1. Basements 

1.1. Renovation of the building design. 

1.2. Repair of blind area along the building through renovation of < 20% of its total area. 

1.3. Replacement of separate bricks in fencing of outside sinks of the basement. 

1.4. Adjusting impaired bricks in basement walls. 

1.5. Cleaning and smoothing leakages in precast and cast-in-situ concrete basement walls. 

1.6. Repair of plain of basement walls through re-laying < 2% of brick marshalling of faced walls. 

1.7. Repair of plastering in the basement (< 5% of total area of plastered basement walls). 

2. Walls and Wells
2.1. Adjusting impaired bricks. 

2.2. Eliminating minor cracks in brick walls. 

2.3. Renovation of protective layer in reinforced concrete constructions and panels 
2.4. Cleaning and smoothing vertical and horizontal joints in multi-sectional walls.
2.5. Repair of stone revetment of the basement (< 10% of total area). 

2.6. Fastening cramps prior installed on wooden walls. 

2.7. Plugging separate parts of log walls. 

2.8. Installation of protective angles on brick and concrete columns. 

3. Partitions 

3.1. Reinforcement of existing partitions through installation of broaches, gluts etc. 

3.2. Making openings in upper part of partitions. 

3.3. Adjusting impaired bricks. 

3.4. Replacement of separate broken nets in boarded partitions. 

3.5. Connection of clean boarded partitions. 

3.6. Replacement of broken glass in glazed parts of partitions. 

4. Roofs 

4.1. Reinforcement of truss principals through fastening chips of boards. 

4.2. Installation of additional bolts and cramps. 

4.3. Minor repair of joggle trusses. 

4.4. Renovation of protective layer on the valve of reinforced concrete constructions (frames, beams, floor slabs). 

4.5. Minor repair of closing and opening elements in lamps. 

4.6. Antiseptic and fire-protective masking of boarded constructions. 

4.7. Repair of external dormers. 

4.8. Renovation / repair of exits leading to the roof. 

4.9. Reinforcement of welts in steel roof covering. 

4.10. Closing gaps in steel roof covering. 

4.11. Repair of metal roofing through replacement of < 10% of its total area. 

4.12. Replacement of tiles in tile roofing. 

4.13. Repair of the rolled-strip roofing (< 20% of total area). 

4.14. Repair of wall channels and capping backfalls. 

4.15. Repair / renovation of covering around chimneys. 

4.16. Reinforcement of steel parapet walls, repair of discharge stacks etc. 

4.17. Renovation and repair of folding stairs to the roof. 

4.18. Periodic painting of steel roof covering. 

4.19. Periodic coating of rolled-strip roofing with bituminous mastic. 

4.20. Repair of gutter spout funnels. 

5. Floors 

5.1. Renovation of protective layer of reinforced constructions of floors (stringers, beams and flagstones). 

5.2. Filling hubs in cement, concrete, asphalt floors (< 10% of total area). 

5.3. Replacement of blocks in butt floor (< 10% of total area). 

5.4. Replacement of damaged dalles in ceramic, cement, marble floors. 

5.5. Jointing boarded floor. 

5.6. Gluing up unstuck linoleum. 

5.7. Minor repair of parquet finish. 

5.8. Fastening / replacement of wooden baseboards and hollow chamfers.
5.9. Repair of cement baseboards. 

5.10. Additional heat insulation of roof bridging. 

6. Windows, Doors, Gates 
6.1. Improvement of sagged doors and gates through fastening them with metal angles and strips. 

6.2. Reinforcement of interlacing. 

6.3. Making new casements. 

6.4. Replacement of broken glass. 

6.5. Door and window frames caulking in wooden walls, and caulking of gaps between frames and stone walls. 

6.6. Backfilling of cracks under windowsills. 

6.7. Replacement of defective door and window furniture. 

6.8. Heat insulation of entrance doors and gates. 

6.9. Spring installation on external doors. 

7. Stairs and Porches 

7.1. Holes reparing in concrete and stone stairs, stair platforms and fixed ramps. 

7.2. Replacement of separate wear boards in wooden stairs and stair platforms. 

7.3. Handhold fixation on flight of stairs with replacement of separate sections of wooden handhold. 

8. Inside Plastering, Facework and Field Painting
8.1. Repair of plastering on walls and ceiling (< 10% of plastered walls and ceilings). 

8.2. Re-facing walls (< 10% of faced surfaces). 

8.3. Painting the rooms and structures. 

9. Facades 

9.1. Fastening facing tiles, bricks (< 10% of total tiled surface). 

9.2. Repair of outside plastering (< 5% of plastered façade surface). 

9.3. Repair of dischargers, chutes, derivation, etc. 

9.4. Painting facades. 

9.5. Cleaning facades from crock and dust. 


10. Stoves 

10.1. Minor repair of stoves. 

10.2. Clearing blockages in stoves. 

10.3. Whitening chimneys.
10.4. Repair of chimneys and breeches. 

11. Central Heating 
11.1. Cleaning the central heating pipeline. 

11.2. Adjustment of central heating system. 

11.3. Amending leakages in pipelines, devices and the valve through tightening connectorsetc. 

11.4. Replacement of sections in heaters and small parts of pipes. 

11.5. Repair / replacement of control valve. 

11.6. Fastening existing hooks, crows, arms, etc. 

11.7. Heat insulation of expansion tanks in the attic, of flow and air pipes. 

11.8. Painting pipelines and equipment. 

11.9. Cleaning condensing vessels and mud collectors. 

12. Ventilation 

12.1. Painting air ranges and ventilation equipment.
12.2. Fastening existing hangers, crows and gudgeons. 

12.3. Minor repair of ventilating fans, airheaters, electric motors. 

12.4. Minor repair of air wells, cowls, shutters. 

13. Water Supply and Sewerage Systems
13.1. Amending leakages in devices and joints of water supply and sewerage systems. 

13.2. Fastening water supply and sewerage pipes. 

13.3. Heat insulation of water supply and sewerage pipes. 

13.4. Cleaning sewerage pipelines and devices. 

13.5. Replacement of small parts of pipelines. 

13.6. Repair / replacement of the valve. 

13.7. Replacement of service boxes, closet basins, washstands, sinks etc. 

14. Hot Water Supply 

14.1. Cleaning boilers. 

14.2. Minor repair of pumping units. 

14.3. Replacement of water-intake taps, heat insulation of pipes etc 

15. Electric Lighting and Telephone Connection 

15.1. Overwinding and additional fastening of hung down electric wires. 

15.2. Replacement of worn parts of the system (< 10%). 

15.3. Renovation of electric wiring at minor repair of walls, partitions. 

15.4. Minor repair of group switchboards. 

FOR CONSTRUCTIONS
16. Water Supply and Sewerage Constructions
16.1. WATER PIPELINE AND SYSTEM VALVE
16.1.1. Fullering pipe bells. 

16.1.2. Welding steel pipe joints. 

16.1.3. Repair of water intake columns.
16.1.4. Replacement of pipes. 

16.1.5. Packing, tightening bolts and replacement of oil-seals. 

16.1.6. Repair of water post fixture.
16.1.7. Renovation of indexes. 

16.2. WELLS 

16.2.1. Amending honeycomb in walls of the well. 

16.2.2. Embedding bricks. 

16.2.3. Replacement of leadscrew nuts. 

16.2.4. Repair of stairs. 

16.2.5. Repair of plastering. 

16.2.6. Handling manholes. 

16.3. water-diverting and hydraulic structureS
16.3.1. Causeways, dams, discharging sluices, canals. 

16.3.1.1. Embedding cracks in concrete catchment of water. 

16.3.1.2. Emending damages in coast-protecting structures (< 2% of total area). 

16.3.1.3. Replacement of elements in wooden constructions. 

16.3.1.4. Reinforcement of embedded parts of metal constructions. 

16.3.1.5. Painting metal constructions. 

16.3.1.6. Renovation of protective layer in superelevation of reinforced concrete constructions. 

16.3.2. Wells 

16.3.2.1. Replacement of worn parts in upper intake. 

16.4. SEWAGE DISPOSAL CONSTRUCTIONS 

16.4.1. Scouring and ironing the plastering (< 10% of total area of plastered surfaces). 

16.4.2. Filling minor cracks. 

16.4.3. Repair and painting manholes and stairs. 

16.4.4. Replacement of cramps. 

16.4.5. Renovation of geometric patterns of edges in filter chases. 

16.4.6. Repair of air channels. 

16.4.7. Repair of lagging. 

16.4.8. Repair of screen through replacement of wattles. 

16.4.9. Painting metal bacs.
16.4.10. Repair of water pipes insluding replacement of pipes.
16.4.11. Repair of the bed in biofilters. 

16.4.12. Repair of protective chaplets, basins and batten walls in muled areas. 

16.4.13. Cleaning water piping and drainage systems. 

16.4.14. Painting water piping. 

16.4.15. Replacement of filter plates in aerotanks (< 2% of total number). 

16.4.16. Renovation of protective layer on reinforced concrete constructions. 

16.4.17. Partial replacement of heat insulation of pipes in water towers (< 5% of insulated pipes surface). 
17. Heating Systems
17.1. CANALS AND CHAMBERS 

17.1.1. Clearing holes in walls of subways. 

17.1.2. Replacement of screw cramps. 

17.1.3. Repair of stairs. 

17.1.4. Readjusting hooked manholes. 

17.2. WATER PIPES AND VALVE 

17.2.1. Welding pipe joints. 

17.2.2. Replacement of some tubes. 

17.2.3. Partial repair of heat insulation (< 5% of total length of water piping). 

17.2.4. Replacement of bolts and laying in flange mounting.
18. Access railroads 

18.1. SUBGRATE 

18.1.1. Mowing down grass at hay crops. 

18.1.2. Development and cleaning hay crops. 

18.1.3. Cleaning side ditches, leats, inspection chambers etc. 

18.1.4. Cleaning drainage after winter flooding. 

18.1.5. Cleaning / minor repair of the turfing, pavement, hurdles, enrockment and back walls. 

18.1.6. Cleaning / minor repair of jetties. 

18.1.7. Cleaning / minor repair of filtering part of the earth hill. 

18.2. UPPER STRUCTURE OF THE TRACKING 

18.2.1. Repair of crooks, falling etx. 

18.2.2. Tamping sleeper in place. 

18.2.3. Altering the gauge. 

18.2.4. Repair of the road. 

18.2.5. Flattering gaps. 

18.2.6. Repair of sleepers. 

18.2.7. Flattening of sleepers.
18.2.8. Framing the prism. 

18.2.9. Cleaning and oiling rail pinning. 

18.2.10. Replacement of crossties (< 30 crossties a year / 1 km of the route). 

18.2.11. Replacement of cracked rails. 

18.2.12.Replacement of some elements on level crossings. 

18.2.13. Painting road signs. 

18.2.14. Painting roadway gates. 

18.3. BRIDGES, TUNNELS
18.3.1. Replacement of bolts. 

18.3.2. Placing stones into their places.
18.3.3. Replacement of weak clinkers. 

18.3.4. Replacement of some defective elements.
18.3.5. Topping cracks in posts. 

19. Motorroads 

19.1. Improvement of the roadside. 

19.2. Cleaning offlets and roadside ditches. 

19.3. Dismantling tracks, slumps and potholes through patchwork. 

19.4. Amending some edgestones. 

19.5. Replacement of road signs. 

19.6. Repair of bridges and tunnels.

Annex 6.2

Approximate List of Capital Repair Works 
FOR BUILDINGS 

1. Basements 

1.1. Replacement of wooden chairs with stone or concrete posts. 

1.2. Partial re-laying (< 10%), as well as pining stone basements and basement walls unrelated to superstructing and additional loading of procured equipment. 

1.3. Renovation of vertical and horizontal insulation of basements. 

1.4. Renovation of the pavement around the building (< 20% of total area of the pavement).
1.5. Repair of drains around the building. 

1.6. Replacement of individual stone or concrete racking posts. 

2. Walls and columns 

2.1. Plastering cracks. 

2.2. Repair of constructions that pine stone walls. 

2.3. Re-laying old brick tables, flat arches and wall breasts. 

2.4. Re-laying and repair of individual old parts of stone walls (< 20% of total amount), unrelated to superstructing and additional loading of procured equipment. 

2.5. Pining reinforced concrete and stone uprights with clips. 

2.6. Repair and partial replacement of (< 20% of total amount) uprights, unrelated to superstructing and additional loading of procured equipment. 

2.7. Replacement of filling compound in walls with stone, reinforced concrete or metal frame (< 40%). 

2.8. Replacement of old rows of logs (< 20% of total area of walls). 

2.9. Caulking wooden walls. 

2.10. Partial replacement of binding, charging and slabby warmth-keeping jackets of frame walls (< 50% of total area of walls). 

2.11. Replacement or repair of binding and warmth-keeping jackets of wooden basements. 

2.12. Repair of stone basements of wooden walls through their re-laying up to 50% of total amount. 

2.13. Installation of new and replacement of worn-out wooden wall dowel. 

3. Partitions 

3.1. Repair and replacement of all worn-out partitions with modern ones. 

3.2. At capital repair works of partitions, one can partially realign their number increasing their total area up to 20%. 

4. Roof and Covering
4.1. Replacement of old wooden frames of covering with reinforced concrete ones. 

4.2. Total or partial replacement of beams, girders and binding rafters. 

4.3. Total or partial replacement of old metal or reinforced concrete frames, as well as replacement of old metal frames with reinforced concrete ones.
4.4. Reinforcing frames at replacement of types of covering (replacement of wooden flags with reinforced concrete covering etc.), at hanging hoisting devices, as well as when some components of metal or reinforced concrete frames underwent corrosion. 

4.5. Total or partial replacement of leads, pans etc. 

4.6. Repair of bearing structures of street lamps. 

4.7. Total or partial replacement of wall channels, discharges and chimney covering.
4.8. Total or partial replacement of old cover elements with modern longeval ones. 

4.9. Total or partial (> 20% of total roof area) replacement of roof elements. 

4.10. Change of the roof due to re-laying roof covering. 
5. Crane Runways 
5.1. Repair or replacement of crane girders, runways, beams. 

5.2. Replacement of individual structures / partitions with modern longeval ones. 

6. Floors 

6.1. Repair or replacement of floors. 

6.2. Replacement of individual structures / partitions with modern longeval ones. 

6.3. Reinforcement of all floors. 

6.4. Partial (> 10% of total area of floor) or total replacement of floor covering and its basis. 

6.5. Re-equipment of the floor. 

7. Windows, doors, gates 

7.1. Replacement of old windows, doors, and gates to engineering buildings. 

7.2. Replacement and reinforcement of stairs and their elements. 

8. Indoor Plastering, Face Work and Field Painting 

8.1. Renovation of plastering in all premises, repair of plastering (< 10% of total area of plastered surface). 

8.2. Replacement of wall facing (< 10% of total area of faced surface). 

8.3. Total anticorrosive painting of metal structures. 

9. Panes 

9.1. Repair and renovation of facing (< 10% of total area of faced surface). 

9.2. Total or partial (> 10%) renovation of plastering.
9.3. Total renovation of bars, tablings, fillets, fascia etc. 

9.4. Renovation of stucco moulding. 

9.5. Total painting with resistant paints. 

9.6. Cleaning of panes with air sand blowers. 

9.7. Replacement of balcony slabs and balustrades. 

9.8. Replacement of covering on jetties. 

10. Stoves
10.1. Total re-laying of stones, chimneys and their bases. 

10.2. Re-equipment of gas and coal stoves. 

10.3. Total re-laying of stove plates.
11. Central Heating 
11.1. Replacement of individual parts of heating boilers, boiler outfit or total replacement of boiler outfit (if boiler outfit is not a separate inventory object). 

11.2. Repair / replacement of expanders, condensing vessels and other equipment. 

11.3. Repair / re-laying basements of boiler houses. 

11.4. Automation of boiler houses. 

11.5. Replacement of stove heating with central one. 

11.6. Replacement of heating registers. 

11.7. Connection of buildings to heating system (if distance to the building is < 100 m). 

12. Ventilation 

12.1. Total / partial replacement of air ducts. 

12.2. Replacement of aspirators. 

12.3. Rewinding / replacement of electric motors. 

12.4. Replacement of gate valves, deflectors, inductors, abat-vents. 

12.5. Total / partial replacement of air chutes. 

12.6. Replacement of calorifiers. 

12.7. Replacement of heating outfit. 

12.8. Replacement of filters. 

12.9. Replacement of whirlers. 

12.10. Replacement of separate constructional cases. 

13. Water Supply and Sewerage Systems 

13.1. Total / partial replacement of water pipes inside the building. 

13.2. Total / partial replacement of waterproofing. 

13.3. Replacement of details / water-pumping sets. 

13.4. Repair / replacement of head tanks. 

14. Hot-Water Supply
14.1. Replacement of coils and boilers. 

14.2. Replacement of water pipes, details and water-pumping sets, kiers and waterproofing. 

15. Lighting and Connection 
15.1. Replacement of worn parts of the system (> 10%). 

15.2. Replacement of safety boards. 

15.3. Repair / renovation of electric raceways. 

15.4. At performing capital repair works, replacement of lamps with fluorescent ones. 

FOR BUILDINGS
16. Water Supply and Sewerage Constructions 

16.1. WATER PIPELINE AND SYSTEM VALVE 

16.1.1. Partial / total replacement of anticorrosive waterproofing. 

16.1.2. Replacement of separate worn parts of water pipeline changing no diameter of pipes. In so doing, one can replace cast-iron pipes with steel ones, ceramic pipes with concrete / reinforced concrete and vice versa, but one cannot replace asbestos-cement pipes with metal ones (with the exception of emergency cases). 

16.1.3. Replacement of worn fitting, locking bars, fire hydrants, air cocks, leaves, diversion banisters or repair of worn elements. 

16.1.4. Replacement of окремих pipes in pipe canals.
16.2. WELLS 

16.2.1. Repair of well cage. 

16.2.2. Replacement of manholes. 

16.2.3. Fixing new barrels instead of ruined ones. 

16.2.4. Replacement of worn wooden wells. 

16.2.5. Renovation of plastering.
16.3. water-diverting and hydraulic structureS
16.3.1. Causeways, dams, discharging sluices, canals 

16.3.1.1. Replacement of bank strengthening < 50%. 

16.3.1.2. Spilling earthwork slopes. 

16.3.1.3. Replacement of log-houses. 

16.3.1.4. Renovation of protective layer in underwater elements of reinforced concrete structures . 

16.3.1.5. Replacement of grating and screens. 

16.3.1.6. Repair and replacement of wickets. 

16.3.2. Water holes.
16.3.2.1. Construction and dismantling a drill tower; installing / dismantling a reusable drill tower. 

16.3.2.2. Cleaning water holes after devolution and clogging. 

16.3.2.3. Installing / dismantling new filter units. 

16.3.2.4. Tube space cementation and cement drilling.
16.3.2.5. Replacement of diverting and air pipes. 

16.3.2.6. Renovation of aperture efficiency by hydrochloric acid ablation 
16.4. sewage disposal facilitIES
16.4.1. Repair / replacement of damp-course. 

16.4.2. Repair and renovation of plastering and ironing. 

16.4.3. Re-laying brick walls and closures (< 20% of thier total amount). 

16.4.4. Repairing of seeping in reinforced concrete, concrete and stone walls, on the facility bottom by concrete casting 
16.4.5. Total guniting of facility walls. 

16.4.6. Repair of drain around facilities. 

16.4.7. Replacement of tank manholes. 

16.4.8. Replacement of grating. 

16.4.9. Replacement of filter units, biofilters, aerofilters. 

16.4.10. Replacement of filtration lamina. 

16.4.11. Replacement of pipeline and the valve. 

16.4.12. Re-laying sludge banks drainage. 

17. Heating Systems 

17.1. canals and cameras 
17.1.1. Total / partial replacement of canals and cameras coating. 

17.1.2. Total / partial replacement of canals and cameras dampproofing. 

17.1.3. Partial re-laying of concrete canals and cameras (< 20% of total area of walls). 

17.1.4. Partial re-laying of drainage. 

17.1.5. Repair of canals and cameras bottom. 

17.1.6. Renovation of protective layer in reinforced concrete canals and cameras. 

17.1.7. Replacement of manholes. 

17.2. pipelines AND THE VALVE 

17.2.1. Total / partial replacement of lagging. 

17.2.2. Renovation of pipeline dampproofing. 

17.2.3. Replacement of some pipe runs without increasing hole size 
17.2.4. Replacement / repair of fittings, flaps, compensating pipes 

17.2.5. Replacement of movable and unmovable pylons. 

18. Access and Plant Railroads 

18.1. FOUNDATION 
18.1.1. Розширення земляного полотна в місцях недостатньої ширини до нормальних розмірів. 

18.1.2. Лікування земляного полотна в місцях зсувів, розривів, обвалів. 

18.1.3. Renovation of sewerage system. 

18.1.4. Renovation of all protective and reinforcing structures. 

18.1.5. Renovation of jetties. 

18.1.6. Improvement, spilling of cones of bridges. 

18.1.7. Replacement of some elements in man-made structures, as well as total replacement of pipes and small bridges (якщо вони не є самостійними інвентарними об'єктами, а входять до складу земляного полотна). 

18.2. UPPEr STRUCTURE OF THE ROad
18.2.1. Replacement of wooden railway crossing decks with reinforced concrete ones.
18.2.2. Replacement of unusable crossties. 

18.2.3. Replacement of worn strips. 

18.2.4. Replacement of unusable bracings. 

18.2.5. Improvement of curves. 

18.2.6. Repair of point switches through replacement of some elements and switch ties. 

18.2.7. Replacement of point switches. 

18.2.8. Repair of the deck. 

18.3. BRIDGES, TUNNELS, TUBES 

18.3.1. Partial replacement of worn sommers. 

18.3.2. Partial replacement of stone / brick posts (< 20% of total scope). 

18.3.3. Repair of concrete posts (< 15% of the scope). 

18.3.4. Guniting posts’ surface. 

18.3.5. Reinforcing posts with reinforced concrete capsules. 

18.3.6. Repair / replacement of the lagging. 

18.3.7. Replacement of bridge sleepers. 

18.3.8. Replacement of antitheft sleepers. 

18.3.9. Replacement of wooden decking. 

18.3.10. Replacement of reinforced concrete decking. 

18.3.11. Replacement of damaged elements in wooden bridges.
18.3.12. Replacement of wooden fagots with reinforced concrete sommers.
18.3.13. Partial replacement of stone / brick arching and tunnel walls.
18.3.14. Replacement of elements in reinforced concrete / concrete pipes (< 50% of volume).
18.3.15. Intrusion of mortar behind the tunnel covering.
18.3.16. Repair and replacement of drainage devices in tunnels. 

18.3.17. Re-laying crowns of inlet. 

18.3.18. Replacement of elements in wooden pipes (< 50% of wood volume). 

19. Motorroads 

19.1. ROAD COVERING 

19.1.1. Repair of roadbed. 

19.1.2. Renovation of all sewerage and drainage devices. 

19.1.3. Renovation of all protective and fastening roadbed constructions. 

19.1.4. Replacement of some elements in artificial constructions. 

19.2. ROAD BASE 

19.2.1. Equalization and replacement of  окремих cement-concrete flagstones. 

19.2.2. Laying levelling course at cement-concrete roadbed. 

19.2.3. Laying bituminous concrete pavement on cement-concrete roads. 

19.2.4. Replacement of cement-concrete roadbed. 

19.2.5. Reinforcing bituminous concrete pavement. 

19.2.6. Re-laying macadam. 

19.2.7. Re-asphalting the pavement. 

19.2.8. Earth roads blading. 

19.3. BRIDGES, PIPES 

19.3.1. Partial re-laying brick and stone posts (< 20% of total number). 

19.3.2. Repair of concrete posts (< 15% of total number). 

19.3.3. Replacement of damaged elements of wooden bridges. 

19.3.4. Replacement of wooden / reinforced concrete covering, as well as replacement of wooden covering with reinforced concrete one. 

19.3.5. Replacement of summer structures. 

19.3.6. Replacement of crowns of inlet. 

19.3.7. Replacement of elements of wooden, reinforced concrete and concrete pipes (< 50% of total number). 

19.4. PARKING PLACES 

19.4.1. Repair and renewal of sewerage constructions (barrels, ditches). 

19.4.2. Re-cobbling of parking places. 

19.4.3. Re-laying macadam at parking places. 

19.4.4. Repair of concrete parking places. 

19.4.5. Equalization and replacement of some flagstones.
19.4.6. Laying asphaltic-cement concrete covering at parking places. 

20. Electric Networks and Connection 
20.1. Change and replacement of improper reinforcement. 

20.2. Replacement of prongs and strongbacks. 

20.3. Replacement of wires. 

20.4. Repair and replacement of end and joint cable boxes. 

20.5. Repair and replacement of заземлювальних пристроїв. 

20.6. Replacement of towers (up to 30% per 1 km). 

20.7. Installation of cable pits. 

21. Other constructions 

21.1. Repair, replacement of other overhead-road towers to lay pipelines. 

21.2. Repair or replacement of platforms, stairs and fences of overhead roads to lay pipelines. 

21.3. Repair or replacement of separate posts (< 29%). 

21.4. Repair or replacement of crane girders. 

21.5. Repair or walks and overhead roads in boiler houses and gas-producing substations replacing (< 20%) structures except for the basement. 

21.6. Repair or replacement of wooden fence posts. 

21.7. Repair or replacement of separate concrete and reinforced concrete posts (< 20%) and a fence. 

21.8. Repair of separate parts of filling between fence posts (< 40%). 

21.9. Repair of separate parts of closed stone sheeting (< 20%). 

21.10. Repair of separate parts of closed wattle and daub sheeting (< 40%). 

21.11. Repair of chimneys including replacement of liner, installation of ferrules, renovation of protective layer on reinforced concrete pipes. 

21.12. Repair and replacement of separate elements of metal chimneys. 

Annex 6.3
Use and Servicing Rural Water Supply Systems 
1. General Conditions of Use and Servicing Rural Water Supply Systems
Use and servicing water supply systems presupposes performance of respective works in specific terms:

· Maintenance (daily, compulsory) is realized through daily surveys and servicing equipment and buildings to keep them in working state, as well as to avert often capital repair works.

· Emergency works, are performed when surveys reveal faults that can derange prescribed technological regime. 

· Routine repair (recurrent routine servicing and compulsory preventive repair), is recurrently performed pursuant to the approved schedule and consists of the survey and preventive repair works to emend minor sanitary faults. 

· Capital repair is held pursuant to the approved schedule either when equipment or water pipes fail or when buildings collapse, thus it requires considerable costs but does not change technological scheme of the site operation.

· Reconstruction or adding to the building is performed in case of necessity and financial possibility due to increase of users and is connected with the change of the basic technology and raise of economy. 

Required works of technical maintenance and routine repair of water pipeline is defined in line with the «Regulations of technical operation of water supply and sewerage systems in settlements of Ukraine», Kyiv, 1995, «Regulations of use of communal water supply and sewerage systems in settlements of Ukraine», Kyiv, 1994. 

Servicing and repair of water supply systems include general technical use of the systems, organization of effective management of the whole complex, preparation of required technical documents and accounting.

2. Use of Water Intake Wells
Technical servicing, survey and preventive measures connected with pumping outfit include servicing of pumping outfit in wells, water-blocking valve, energy supply and automation systems, sanitary zone of water intake.

Maintenance personnel of water-diverting structure daily examines and:
· Checks technical state of equipment and water-blocking valve. 

· In line with indications of meters provides proper operating mode of pumping outfit. 

· Determines reasons of deviation of indicators from passport norms of water-diverting systems mode.
· Determines availability of faults in the action of energy supply system and system of automatic protection of equipment.
· Keeps the premises and sanitary zone in proper sanitary conditions. 

· Makes records in draft journal about basic mode indicators and revealed defects.
· Takes samples of water and provides check of water quality by state sanitary bodies.  

3. Use (Maintenance) of Water Pipelines and Connecting Network
Maintenance servicing of water pipelines includes revealing and amending of minor defects and leaks (in locking bars and water pipes, fire cocks and hydrants, breathers, as well as cleaning of mechanical filters).
Basic technical servicing works:

· Examination of wells, as well as revealing defects and unauthorized connection to water pipelines.
· Examination of water supply system, revealing visible leaking.
· Examination of water meters and recording their data. 
· Examination of the valve and trimmers, bush bolting, caulking of cowls in wells (special attention should be paid to their integrity and absence of cracks and knots). 
· Check of locking bars, cork taps, breathers, as well as examination of saddle-type water drainage, crows, poles with locking bars and trimmers in wells.
· Check of technical and sanitary state of walls, ladders and pit covers; preparing a Damage Statement with the list of revealed defects. 

· Painting water-blocking valve and pipes in wells, oiling carving on screws of water-blocking valve.
· Amending leaks in locking bars of water pipelines.
4. Use of Water Towers and Water Saving Basins. 

Using water towers and water saving basins they should be regularly examined to reveal leaks and knots, as well as to check water-blocking valve and automation equipment; to examine metal elements of water towers (of Rozhnovsky type), guyline systems, paint and varnish covering, dike of basements; to check heeling of a tower, sanitary state and its fencing. 

Periodic servicing water towers includes:

· Painting and varnishing metal elements of towers.
· Repair of the dike.
· Cleaning mule and sand from lower part of the tower.
· Concur with state sanitary bodies, and then cleaning and disinfecting a tower.
· Check transmitters of upper and lower water levels.

Complicated emergency works can only be performed by specialized institutions.
Periodic servicing reinforced concrete water saving basins includes:

· Washing and disinfecting the basin.
· Diking the basin and protecting pipes from frost penetration.
· Check transmitters of upper and lower water levels.
· Annual testing of fire-extinguishing means.
· Replacement of fill in versatile filters.
· Annual cleaning mule and sand in the basin.
· Checking screens on ventilation tubing.
· Checking integrity of leads on manholes and locking valve in basins and towers.
· Check of automation equipment and illuminators. 

5. Use of Water Meters and Accounting Water Consumption
One of major conditions of normal operation of water supply system in a settlement is accounting water consumption. Monthly analysis of water supply results in exclusion of unauthorized consumption and in timely paying for consumed water. Maintaining water meters one should check:

· Validity of selected brand of a water meter (see passport of a water meter).
· Integrity of leads on a meter and breather.
· Availability of a record about timely testing water meter.
Removal of a meter is reported and is performed only after a permit by water supply organization. 

6. Resources Saving Technologies 
Use of these technologies is actual for all water supply systems as they save maintenance costs. Besides, use of resources saving technologies is topical for communities that implement water supply projects with financial assistance of the CBA Project. Thus, to ensure proper operation of rural water supply systems it is necessary to introduce and extensively use these technologies that will result in decrease cost of water, as well as in water availability for all social groups of rural inhabitants.
Signing the Contract to perform repair works








Signing the Contract to perform repair works





Receiving SACSI permit for construction





Handover of the Site to the Contractor to perform RCW








Handover of the Site to the Contractor to perform RCW





Construction 








Construction 





Preparation to create acceptance commission





Preparation to create acceptance commission 





The Site Commissioning and signing Working Commission Certificate





The Site Commissioning and signing Acceptance Certificate (routine repair works)





The Site Commissioning and signing Certificate of Completion 





Approval of the Certificate by the Site Owner and concurrence by CO Head





On the basis of this Certificate, SACSI gives Certificate of Compliance





Handover





Hanover 







































































15 days to completing construction works (Contractor)





Written Request to sign the Act by Acceptance Commission





CO





Concurrence by QSC НКЯ





Invitation: 


Representative from local administration;


Representative from OIU;


Technical Supervision Engineer;


Representatives from organizations / governmental structures responsible for future use and servicing the Object.


 Representatives from the Contractor and design organization are invited to participate in Acceptance Commission with the authority to sign minutes and annexure to them. 








Представники Підрядника та проектної організації запрошуються взяти участь в Приймальній комісії з правом підпису протоколів та додатків до них. 








CO submits requires executive documents to the acceptance commission (AC) 





Maintenance repair: 


AC accepts the object, AC members sign Hanover Certificate








capital repair/ new construction / reconstruction: 


formed by SACSI AC accepts the object, AC members sign Working Commission’s Act and Certificate of Completion





Site Owner approves the Certificate 





On the basis of Certificate of Completion, SACSI gives Certificate of Compliance








Hanover of the Object onto the books of the Owner





 ASSESSMENT
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 ADJUSTMENT





Micro-project proposal (final)
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Project Management Unit





Oblast Implementation Unit





Annexation into rayon development plan





 DISCUSSION*





APPROVAL





RECOMMENDATION





Local Development Forum





 Annexation into local development plan











Rayon











Grant Agreement between CBA and CO 








MPP Assessment Commission 








СВА PROJECT





Village/ City Council





Мікропроектна пропозиція (проект)





Association of COs














Local Community





    CO





    CO





     CO





     CO





On the Basis of Approved Cost and other Papers, Micro-Project Proposal is Filled in








CO Selects a Functional Group (FG) that will Prepare MP





FG Attracts Respective Specialists and Conducts Technical Survey of the Site








Identification of the Scope of Basic Works in Line with CBA Priorities











Selection of a Priority Problem and Community’s MP








Identification of Community Basic Problems and Needs








Pre-Estimation of Identified Problems











MPP Checking in CO-MT, MPP Approval by MP Approval Committee, Signing Grant Agreement








MPP Concurrence and Approval by a Community, VC / TC, Local Development Forum











Performing scheduled repair works











MPP Checking and Assessment in Oblast Implementation Unit (OIU)





Regular supervising preservation of repaired object











Securing financial support of the object











Planning repair works for their whole-year performance








Receiving Accordance Certificate at SACSI (Approval of the Certificate by the Acceptance Committee)











Giving the Object on the Books of “Owner”








Construction Works and Monitoring their Accomplishment








Preparing the Site for Commissioning (Execution of As-Built Documentation)














Commissioning – Handover and Signing Object Commissioning Certificate (Acceptance Certificate)








Creating Conditions to Accomplish RRO (Appointing TSE, Construction Concurrence)








Preparing for MP Realizing (Signing Agreements, Assigning Funds, Planning Activities)





Handing the Object over to a Contractor to Perform Repair / Construction Works








On the Basis of TD-CE and Tenders Round Table Negotiations with CO Partners are Held, MP Cost is Calculated








On the Basis of Technical Evaluation Materials, CO Orders Technical Drawings and Cost Estimate (TD-CE)





On the Basis of TD-CE Necessary Competitive Tenders are Held to Get Offers from Suppliers and Contractors











� Should a need arise, in the period between publishing an advertisement and the date of holding a tender, pre-tender conference can be held (to explain details of the task and conditions of its accomplishing to potential contractors), but this conference should be held not later than in a week before terms of submitting price lists; one is obliged to record the conference


� One can receive information about the list of licensed construction / design organizations per a region in oblast SACSI, full list of such organizations per regions – in the architectural department of respective RSA


� These can be cash-memos and fiscal cash vouchers with accurate description of what has been procured; invoices, payroll records, copies of Agreements, original Jobs Acceptance Certificates, as well as other documents


� These can be cash-memos and fiscal cash vouchers with accurate description of what has been procured; invoices, payroll records, copies of Agreements, original Jobs Acceptance Certificates, as well as other documents


� Terms of giving a permit: for legal entities – one month, for physical entities physical entities – 15 days. Generally, if there are all required documents, permit is given by rayon authorities in one week


� Preparing a Tender Bid Contractor cannot make amendments to proformas of Tender documents.


� Contractor is obliged to fill in, sign and seal this document.
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				Етапи робіт

				Етап		Вартість (грн.)		червень				липень								серпень						вересень						Відповідальна особа від ОГ

										21_30		1--10		11--20				21--31		1--10		11--20		21-30		1--10		11--20		21--30

		1		1 етап (ремонт системи опалення)		9428.00		15.06-30.06    6 робітників																								І.Іванов

		2		2 етап (заміна котлів, наладка автоматики топкової)		15412.00						01.07-15.07 4 робітники																				А.Бутов

		3		3 етап (заміна вікон та ремонт відкосів)		26669.00										16.07-30.07 8 робітників																Н. Рябов

		4		4 етап (ремонт покрівлі)		47777.00												20.07-31.08                          10 робітників														Ф.Старик

		5		5 етап (влаштування водостоків)		6178.00																		21.08-29.08          5 робітників								М.Попов

		Всього:				105464.00
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