Memorandum of Understanding

Between Name of Partner-organization in country and Your organization,

regarding a Training on Climate Change and Disaster Risk Reduction in 20XX and its follow-up
Background

As discussed in month 20XX, your organization will organize a project analyses (1st week) and a 5-day training (2nd week) on climate change and DRR in city (country) in month 20XX in collaboration with name of Partner-organization. Whereas organization will finance and support to organize the training, organization will have to carry out certain services in the context of the training. This Memorandum stipulates the responsibilities of both parties.

Responsibilities of Your Organization
· Financing the costs of organization personal (flights, hotels etc.) for the whole trip
· Financing the local costs for the training, including the conference rooms, benefits and allowances to be paid to local experts, translation, all necessary material, as well as transport, board and lodging for all participants (excluding allowance fees for training participants), based on a draft budget provided by Partner-Organization to be agreed upon by both parties. 70-80% of the budget shall be disbursed in advance to Partner-Organization’s account, the rest after the implementation of training and the project analyze upon a financial statement (signed) by Partner-Organization.
· Print for every participant a Climate Change & DRR guide in country and tool for participants 
· Thematic lead during the training and project analysis: 

· 1st week: Preparation of project analysis program draft, own presentations, get familiar with project to be analyzed. She is also leading the analysis, instructing exercises and assuring quality of results of group exercises as well as completing a project analysis report.

· 2nd week: Preparation of training program draft, invitation draft, pre-questionnaire, MoU draft, own presentations, group exercise instructions, Climate Change& DRR guide in country, training evaluation, content of memory stick documentation, certificate template. She is also doing quality check of presentations of local experts, instructing group exercises and assuring quality of results of group exercises, etc.
Responsibilities of the Partner-Organization
For the project analysis (first week):
· Organization of adequate workshop place, board (and if necessary lodging) for all participants, international expert and analysis team.
· Organization of project visit accordingly the program of the project analysis (inclusive transport, food etc.).

· Invite participants for the workshop (meeting with women/ men and analysis team) according to the program of the project analysis

· Preparation of necessary material needed during the project analysis, as agreed upon with your organization (e.g. projector, beamer, flipcharts, etc.)

· Managing payments within country.
· Other administrative tasks (e.g. transport reimbursement of participants etc.) needed for the project analysis to succeed as agreed upon with your organization.

· Identification of local project staff for project analysis team as agreed upon with your organization.

· If needed, obligation of a person to translate during the project analysis
For the training (Second week) in city (country):
· Organization of adequate conference rooms, board and lodging for all participants, local and international experts and moderator during the training.

· Organization of field visit during training (inclusive transport, food etc.)

· Prepare final invitation and send out invitations and pre-questionnaire to potential training participants as agreed upon with your organization.

· Preparation of necessary material needed during the training, as agreed upon with your organization (e.g. projector, beamer, printer, flipcharts, laptops etc.).

· Managing payments within country.
· Other administrative tasks needed for the training to succeed as agreed upon with your organization.
· Identification and obligation of local experts, a moderator and a translator (if needed) for the training as agreed upon with your organization.
· Print program, exercises, participants list, evaluation and field visit program for participants.
Responsibilities shared by both parties

· Budget calculation 

· Draft schedule and training program

· Draft invitation for training participants

· Identification and invitation of participants for the training
· Identification of guest speakers and local experts for the training
· Organize certificates for participants and training report on memory stick for distribution
· Identification of location of field visit during training
· Identification of project to be analyzed
Agreement for follow up activities
To ensure the integration of the issues of climate change and DRR in the long-term project activities the parties agreed on the following (grey parts needs to be adapted): 

· Adaptation of existing project activities in the project analyzed jointly with Bread for All, namely name of project of organization until month/year 
· Implementation of X (number) project analysis with PACDR-tool, namely name of project of organization until month/year, name of project of organization until month/year etc.
· Adaptation of existing project activities in X (number) projects, namely name of project of name of organization until month/year, name of project of name of organization until month/year, name of project of name of organization until month/year etc. 
· Integrate the issue climate change and disaster risks reduction on the institutional level of name of Partner-Organization in their e.g. strategy or mission statement or next coordinator meeting until month/year

· As part of the project revision integrate strategies to adapt to climate change and reduce disaster risks in the next project phase in the name of project of name of organization until month/year

· As part of the country strategy/country program revision integrate the issues climate change and disaster risk reduction in the next version until month/year
The name of organizations assures that the annual work and budget plans take these activities into account.
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