 (
Annex 4:
Consultancy to Develop a 
Revised National Opt-In Mechanism 
and
 Conduct Pilot Process
) (
Trust Fund Operation and Administration Manual
)
	



 (
Trust Fund Operation and administration Manual
) (
Under Institutional Strengthening in Support of Guyana’s LCDS – GRT/GF-13172-GY
) (
Prepared for the Ministry of the Presidency, 
Office of Climate Change
by
Development Policy and Management Consultants (Guyana)
May 2017
)

 (
Prepared for:
Ministry of the Presidency
Office of Climate Change
Shiv
 
Chandarpal
 Drive
 
Stabroek
, Georgetown
GUYANA
Contact:
Mark Bynoe, PhD
Managing Director
Development Policy and Management Consultants
contactus@dpmcguyana.com
Tel: 
+(
592) 225 3974
)Consultancy to Develop a Revised National Opt-In Mechanism and Conduct Pilot Process

TRUST FUND 		OPERATION AND ADMINISTRATION MANUAL












 (
Development Policy and Management Consultants
23 William Street
Campbellville
Georgetown
GUYANA
)
© 2017 Ministry of the Presidency, Office of Climate Change
No part of this document may be reproduced, stored in a retrieval 
system, or transmitted, in any form or by any means, electronic, 
mechanical, photocopying, recording, or otherwise, without prior 
written permission from The Government of Guyana





[bookmark: _Toc481758495]Table of Contents

Table of Contents	ii
List of Annexes	iii
1.	Introduction	1
2.	Declaration of Trust	1
3.	Purposes	1
4.	Duties and Responsibilities	2
5.	Distribution of Benefits	3
Individuals	3
Village Projects	6
6.	Limitation of Liability and Indemnity	6
7.	Advisory Committee/Board of Directors' remuneration.	6
8.	Administration and Governance of the Trust	8
9.	Financial Management and Accounting Procedures	10
10.	Appraisal Guidelines	12
11.	Monitoring and Evaluation	12
Annex of Reporting Forms	14




[bookmark: _Toc481758496]List of Annexes
Annex 1: Progress Report Format	14
Annex 2: Budget for Actual Expenditure Statement	15
Annex 3: Expenditure Report (in G$)	16
Annex 4: Project Expenditure Report	17
Annex 5: Official Receipt	18
Annex 6: Cheque Payment Register	19
Annex 7: Petty Cash Voucher	20
Annex 8: Payment Voucher	21



1

[bookmark: _Toc481758497]Introduction 
This manual is prepared to guide the operation and administration of the trust created by the Deed of Trust made on the […] day [month] of [201[7]] by and between [………..Village  ………………………………….. (‘the Village’); and  the Government of the Cooperative Republic of Guyana (the “Government”). The manual must be read and construed with the Trust Deed. The manual is not a substitution for the Trust Deed.


[bookmark: _Toc481758498]Declaration of Trust
For the Trust to be operational, there needs to be a declaration of trust. 

In the Trust Deed the declaration of trust is captured in the following language:

“The Government and the Village declare that the [Advisory Committee/Board of Directors] will hold the Village Fund and the income from the Village Fund on the trusts, with the powers and subject to the provisions in this deed.”

“With the consent of the Village, other money and assets may be paid or transferred to, vested in and accepted by the [Advisory Committee/Board of Directors] as an addition to the Village Fund and to be held by the [Advisory Committee/Board of Directors] as part of the Village Fund.”

[bookmark: _Toc481758499]Purposes
The purposes of the Trust must not only be declared, but must be kept in mind and honoured by all members of the [Advisory Committee/Board of Directors]. 

In the present trust the purposes are declared to be to distribute the benefits earned under the agreement in order to: 

support Village development that meets the needs of the present generation of the Village without compromising the ability of future generations of the Village to meet their own needs; 

improve the social, economic and environmental well- being of the Village and members of the Village; provide opportunities for sustainable village livelihoods;

realise the objectives of the Community Development Plan;

Supervise, control, manage all the assets of the Fund and make regulations for such management;

Arrange for financial audits of the Trust Funds;

Carry out such activities and operations as are necessary and incidental to the achievement of the objectives of the Trust;

Ensure to obtain advice and consider the advice as to suitability, appropriateness and the circumstances in carrying out their duties.

[bookmark: _Toc481758500]Duties and Responsibilities 
Important duties are placed on persons who accept the responsibility of serving on the [Advisory Committee/Board of Directors].  Members of the [Advisory Committee/Board of Directors] are expected to be honest; to give adequate time to administering the trust fund; possess a good sense of business and should be able to treat all persons fairly. 

The Trust Fund must be properly preserved, funds fairly distributed and when necessary all information regarding the manner in which the fund is managed must be available.

In the context of the standard of care, it is expected that members of the board take in managing the affairs of the trust all those precautions which an ordinary, prudent person of business would take in managing his or her own affairs. 

Members of the [Advisory Committee/Board of Directors] would be expected to act unanimously in reaching decisions. Subject to the provisions in the Trust Deed, only unanimously reached decisions will be treated as valid. 

Members of the [Advisory Committee/Board of Directors] will be expected to keep proper financial accounts, and provide information when requested to do so by appropriate stakeholders. Additionally, members of the [Advisory Committee/Board of Directors] are not expected to profit from the trust, there should not be a situation in which the duties of the member and his or her personal interest conflict. re not permitted to mismanage trust funds. In some instances, the misuse of trust funds is a criminal offence. In this regard attention must be paid to the requirements for separate banking arrangements, the management of books, accounts and receipts as well as audit requirements provided for in the Trust Deed.

[bookmark: _Toc481758501]Distribution of Benefits
The purpose of the Trust being linked to the distribution of benefits from the [Primary Opt Agreement]. 

Provision is made in the Trust Deed for the distribution of benefits. It is intended that the [Advisory Committee/Board of Directors] apply the two distribution frameworks which have been highlighted in the Trust Deed. 

The first element relates to individual benefits and the second to community projects. 

[bookmark: _Toc481758502]Individuals
For individual benefits, without projects the mechanism is intended to function in the following manner:

[bookmark: co_anchor_a645089_1]Before starting to pay a benefit due to a Village Member, the [Advisory Committee/Board of Directors] may write to the Village Member at his last known address asking him to:

[bookmark: co_anchor_a74933_1]Confirm his or her existence. If the [Advisory Committee/Board of Directors] receives no response from the Village Member within such reasonable period as it may specify, it may assume he or she is no longer alive and is not required to take any further steps to trace the Village Member;

[bookmark: co_anchor_a93675_1][bookmark: co_anchor_a000077_1][bookmark: co_anchor_a423485_1]Confirm the amount of the Benefit available to him or her. If the [Advisory Committee/Board of Directors] receives no response from the Village Member within such reasonable period as it may specify, it may defer payment of the benefit until it receives satisfactory evidence of the amount of the benefit available to the Village Member.

[bookmark: co_anchor_a698608_1]In calculating benefits due to a Village Member, the [Advisory Committee/Board of Directors] may round instalments to avoid fractional payment.

[bookmark: co_anchor_a636998_1]A [……..benefit] payable to a member of the Village is payable for the [insert period of time] and paid in [Insert time for payment of benefit equal monthly instalments] in arrears on such date as the [Advisory Committee/Board of Directors] may determine, provided that:

[bookmark: co_anchor_a384692_1][bookmark: co_anchor_a121704_1]if the first regular payment date falls after the date this Agreement comes into payment under this Agreement,  the [Advisory Committee/Board of Directors] may vary the amount of the first instalment to take into account the additional period of entitlement;

[bookmark: co_anchor_a917563_1][bookmark: co_anchor_a406167_1]the [Advisory Committee/Board of Directors] must notify a  Village Member in advance of the date his or her benefit is due to start and of any changes to the regular payment date;

The circumstances in which benefits will not be distributed include:

[bookmark: co_anchor_a342079_1]If more than six years have passed from the date on which the Village Member became entitled to receive the benefit and the Village Member has not claimed the benefit. But the [Advisory Committee/Board of Directors] may allow arrears of such unpaid benefits to be paid if it considers appropriate.

If the [Advisory Committee/Board of Directors] ascertains that it has relied on incorrect information in determining the amount of a benefit payable to a Village Member (including information about the Village Member’s age, marital status or state of health and whether that information was supplied inadvertently or deliberately and including a failure to disclose material information or correct inaccurate records held by the [Advisory Committee/Board of Directors]);

 the [Advisory Committee/Board of Directors] may amend the benefit and instead pay the benefit calculated on the basis of correct information;

[bookmark: co_anchor_a484982_1] If a Village Member has received an overpayment of benefits as a result, the [Advisory Committee/Board of Directors] may reduce future instalments of any pension due to the extent necessary to recover the overpayment (subject to the Preservation Requirements, the Revaluation Requirements and the Contracting-out Requirements).

[bookmark: co_anchor_a000078_1][bookmark: co_anchor_a982959_1][If a Village Member dies and on the expiry of [nine] months after his death no grant of representation has been obtained, the [Advisory Committee/Board of Directors] may commute any benefit that would otherwise be payable under this Agreement and pay a lump sum directly to the Village Member’s surviving Qualifying Partner or any other statutory next of kin,] 

[bookmark: co_anchor_a665398_1]If a Village Member is a minor or is suffering from any mental or physical incapacity which in the opinion of the [Advisory Committee/Board of Directors] renders him incapable of managing his affairs, the [Advisory Committee/Board of Directors] may:

[bookmark: co_anchor_a396594_1][bookmark: co_anchor_a452275_1][bookmark: co_anchor_a268921_1][bookmark: co_anchor_a375051_1]pay or apply to any person for the Village Member’s maintenance or on his behalf any benefit to which the Village Member is entitled under this Agreement including any Dependant or the [Advisory Committee/Board of Directors]s of any irrevocable trust or settlement established for his benefit; or

[bookmark: co_anchor_a754606_1]If a Village Member is imprisoned or detained in legal custody while his benefit under this Agreement is being paid, the [Advisory Committee/Board of Directors] may pay the benefit to a Dependant of the Village Member instead for the duration of the Village Member’s imprisonment or detention.

The [Advisory Committee/Board of Directors] shall receive a receipt for all benefits distributed.
[bookmark: _Toc481758503]Village Projects
For Village projects the mechanism is intended to operate in the following manner: 

[Insert category of applicant] may apply in the manner prescribed in the Community Development Plan to receive assistance from the Village Fund in respect of a particular Village project.

In each application, must provide the following details of (a) Introduction and Background; (b) Description of Group; (c) Description of Project Activities and Method of Execution; (d) Results of Projects [Community Benefit];  (e) Project Duration; (f) Financial requirements; and (g) Reporting, Monitoring and Evaluation must be provided.

The [Advisory Committee/Board of Directors] must review every application made under paragraph 7.2.1 and determine whether the application relates to an Eligible Project; and

The Village Fund may be distributed [quarterly] by the [Advisory Committee/Board of Directors] in relation to an Eligible Project.
[bookmark: _Toc481758504]Limitation of Liability and Indemnity 
The proper management of the Trust and faithful discharge of duties would permit the member of the [Advisory Committee/Board of Directors] to benefit from the provisions limiting liability and indemnity provided for in the Trust Deed. 
[bookmark: _Toc481758505]Advisory Committee/Board of Directors' remuneration.
The receipt of reasonable remuneration is not incompatible with the duties of management of the trust fund. 

Provision is therefore made for members of the [Advisory Committee/Board of Directors] to charge and be paid out of any part of the capital or income of the Village Fund the remuneration that the [Advisory Committee/Board of Directors] considers to be fair and reasonable. 

However, the maximum remuneration chargeable by the [Advisory Committee/Board of Directors] in respect of any financial year must not exceed a stated amount. 


[bookmark: _Toc481758506]Administration and Governance of the Trust
Members of the [Advisory Committee/Board of Directors] should be aware of the structure contemplated in the Trust Deed for the management of the Trust Fund. 

The provisions relate to establishment of the Advisory Committee/Board of Directors], the stakeholders entitled to have representatives on the [Advisory Committee/Board of Directors] are identified in the Trust Deed. 

Provision is further made for the conduct of meetings of the Advisory Committee/Board of Directors], the term of appointment as well as the manner in which a member of the [Advisory Committee/Board of Directors] can be removed from office.

The provisions include: 

Meetings of [Advisory Committee/Board of Directors]

The Board shall meet at such times and places as may be necessary or expedient for the efficient performance of its functions save that the Board shall meet at least once in every two successive months.

The Chairman may at any time call a special meeting of the Board and shall call the meeting of the Board within seven days of receiving a request in writing addressed to him by three or more members.

The Chairman shall preside over meetings of the Board, but where the Chairman is unable to preside, the members present and forming a quorum may appoint a member to preside over that meeting. 

Three members shall constitute a quorum. 

A Minute Book will be kept of all Meetings held by the Trust

Every Trustee shall before acting in the Trust sign in a Minute Book, a declaration of acceptance and of willingness to act in the Trust hereof

The objective of the [Advisory Committee/Board of Directors] shall be to reach decision by consensus. In the event that a vote is required, a simple majority will decide matters concerning the ordinary business of the [Advisory Committee/Board of Directors]. 

The members of the [Advisory Committee/Board of Directors] shall appoint a Chair and a Vice-Chair from among the members of the Advisory Board. The duties and responsibilities of the Chair shall include:

leading [Advisory Committee/Board of Directors] members to consensus wherever possible, although it is recognized that this may not always be achieved;

reviewing, approving and distributing meeting agendas in advance of meeting;

presiding over meetings and encouraging participation from all members;

ensuring adequate and thorough discussion takes place on all agenda items to allow for appropriate decisions;

ensuring that discussions adhere to agenda items;

acting as spokesperson on behalf of the Committee on all matters that require a public statement; and

acting as presiding officer and signatory when necessary; 

The members of the [Advisory Committee/Board of Directors] shall be appointed for a period of [3] years.

The Government and the Village may remove a member of the [Advisory Committee/Board of Directors] from office by giving the trustee notice in writing, provided at least two members of the [Advisory Committee/Board of Directors] remain in office after his removal. The removal must be made by deed executed by the Parties and any continuing members of the [Advisory Committee/Board of Directors A member of the [Advisory Committee/Board of Directors] may be removed; 

A member of the [Advisory Committee/Board of Directors] may retire by giving at least [three OR [NUMBER]] months’ notice in writing to the Parties. The retirement must be made by deed executed by the Parties [the retiring Trustee] and any continuing members of the [Advisory Committee/Board of Directors].

A member of the [Advisory Committee/Board of Directors] who retires or is removed from office must take all such steps as are necessary to give effect to his retirement or removal.

[bookmark: _Toc481758507]Financial Management and Accounting Procedures
9.1	The initial capital of the Fund shall be transferred to the Fund by the Government of Guyana;

9.2 All grants paid by GoG shall be invested and paid out in accordance with the Memorandum of Understanding entered into between the Trustees and the GoG.


[image: ]


Records to be kept
9.3	The following records will be kept by the Trust;

9.3.1	Cash book will be maintained for the bank account opened for the Trust. All receipts (funds from GoG) will be recorded in the cash book using journals or receipts. All payments from the Fund cash book will be entered sequentially per cheque number.

9.3.2	Petty cash book will be maintained to record all cash payments made at the Fund offices. This will be maintained at a maximum of [G$100,000] (or as deemed adequate). Replenishment for the petty cash will be drawn from the bank account to a limit of G$80,000 (or as deemed adequate) per replenishment. Sequentially numbered Petty Cash Payment Vouchers will be used to record payment made out of petty cash in the petty cash book.

Insurance
9.4	All cash in transit and petty cash held in the Fund offices shall be insured against loss. The level of insurance shall depend on the security measures put in place to minimise theft or loss.

Project auditing arrangements
9.5	The Fund will prepare consolidated annual project accounts using the expenditure statements submitted by the various implementers. 

9.6	An annual Fund audit will be performed by the Auditor General.

9.7	The audit of Fund will be extended to cover disbursements made to the implementing projects. The detailed audit review and voucher verification will take place at various points. The Fund Trustees will engage the services of independent and reputable auditors to carry these audits. Unlike the annual audit performed by the Auditor General, these audits will be done periodically at any time during the life of the projects. The Fund management team and appointed auditors will have access to the financial management records of the beneficiaries for periodic reviews, inspections and audits.

9.8	The Fund’s annual audit report will be submitted to the Advisory Committee and Government of Guyana within three months of the end of the financial year while the project audit reports will be submitted within 45 days of the end of the audit.


[bookmark: _Toc481758508]Appraisal Guidelines
10.1	The core objective of Fund is to provide financial support for reducing carbon dioxide emissions associated with deforestation and forest degradation.

10.2	Projects to be selected must be part of the Community Development Plan (CDP). Further, the Projects must be environmental sound and gender sensitive.

[bookmark: _Toc481758509]Monitoring and Evaluation
11.1	Monitoring projects being financed under the Fund would be the ongoing systematic collection, analysis and use of information on initiatives and project progress and impacts.

11.2	Monitoring is therefore both a descriptive and an analytical process. Monitoring would aim to improve decision-making and management so that the Fund initiative and project objectives will be achieved. It will help to identify:

The progress being made
The impacts and benefits
Whether the target stakeholders are benefiting 

Monitoring Implementation
Monitoring would also help implementers focus their activities on the initiative/project objectives. It should inform decision-makers on initiative/project progress and on any changes that may be required.

11.4	The Fund will monitor the overall implementation of the monies disbursed against annual plans agreed with Project Implementers. The Fund in consultation with the implementers will prepare quarterly progress reports which will be reviewed and approved by the Advisory Committee. The Fund will meet four times a year to review progress, identify implementation issues and agree on remedial actions as appropriate.

11.5	Monitoring the progress in implementing a Fund financed project involves: 

11.5.1	Observing implementation and analysing internal activity in order to identify possible improvements to the implementation (comparison of plans with results) 
11.5.2	Facilitating decision making and identifying follow-up activity for the decision made.

Monitoring the Impact
11.6	Monitoring Fund financed project impact involves:

11.6.1	Comparing the project’s purpose and implementation outcomes with the outcomes expected by stakeholders 
11.6.2	Facilitating necessary changes to implementation and/or the establishment of necessary follow-up measures to ensure the required outcomes are produced. For impact to occur outputs must have been produced, taken up by the stakeholders and transformed into the desired outcomes. All Fund financed projects need to be focused on the Low Carbon Development Strategy (LCDS) and Green State Development Strategy (GSDS) outcomes.

11.7	By preparing for ongoing monitoring beyond the life of a Fund financed project, information on impact can be assessed and used to enhance the outcomes wanted. Establishing the baseline and clearly identifying objectives and indicators that reflect these outcomes is necessary if this monitoring is to be done.



[bookmark: _Toc481758510]Annex of Reporting Forms
[bookmark: _Toc481758511]Annex 1: Progress Report Format
	Stage
	Activity
	Progress During the Period (Quarterly/Annually) Measured Against Indicators
	Comments

	


	
	
	

	


	
	
	






[bookmark: _Toc481758512]Annex 2: Budget for Actual Expenditure Statement
	Implementing Body: 


	Project Title:


	Project Number:

	Period:     From                                                                   To:

	
	
	
	
	

	Code
	Component Description
	Budget (GS)
	Actual (GS)
	Variance (GS)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Totals
	
	
	
	





[bookmark: _Toc481758513]Annex 3: Expenditure Report (in G$)
	Implementing Agency

	Period:
	Project Name:

	Currency:
	Project Title:

	

	Budget Line code
	Budget Line Description
	Unexpended Amounts opening balance as at
	Current period disbursement
	Disbursement Year to Date
	Unexpended Amount

	
	
	A
	B
	C
	D = (A+B) - C

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total
	
	
	
	
	



Date Submitted:					Name:

Signature:					Title:











[bookmark: _Toc481758514]Annex 4: Project Expenditure Report 
Income and Expenditure Statement for the Quarter Ending:

	Category
	Source of Funds
	Total

	
	Government of Guyana
	Other
	

	Income
	
	
	

	1.1 Grants
	
	
	

	1.2 Interest Income
	
	
	

	Total
	
	
	

	
	
	
	

	Expenses
	
	
	

	2.1 Travel
	
	
	

	2.2 Per diem
	
	
	

	2.3 Conferences
	
	
	

	2.4 etc
	
	
	

	Total
	
	
	

	
	
	
	

	Surplus/(deficit) for the quarter
	
	
	

	Surplus/(Deficit) brought forward
	
	
	

	Surplus/(Deficit) carried forward
	
	
	

	
	
	
	

	Balances
	
	
	

	Cash and Bank
	
	
	

	Accruals
	
	
	

	Advances
	
	
	

	Etc
	
	
	

	
	
	
	

	Total Balance
	
	
	




















[bookmark: _Toc481758515]Annex 5: Official Receipt

Receipt number:

	Received from:
	

	Amount in Words
	

	
	

	Type of Receipt
	Cash/Cheque No.
	Amount (G$)
	A/C Code
	Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Received by:						Date:








[bookmark: _Toc481758516]Annex 6: Cheque Payment Register
	
	Cheque No
	Payee
	Date
	Amount
	Name of Recipient
	Signature of Recipient

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	















[bookmark: _Toc481758517]Annex 7: Petty Cash Voucher
	
PCV No

	
Date:............................................

	Purpose

	Amount (G$)

	
A/C no....................................................






	

	Approved by: 

	

	
	




















[bookmark: _Toc481758518]Annex 8: Payment Voucher
	Cheque No:
	Date
	Voucher No.

	
	
	

	Payee Name and Address
	Bank Account No.



	Particulars of Payment Description
	Field Code
	Amount (G$)

	



	
	

	Total:
	
	

	Amount in Words:

	Date:
	Payment Received

	Prepared by:
Name:
Signature:

Reviewed and Approved By:
Name:
Signature:
	Signature of
Payee:
Date:

	
	
	

	Account No
	Dr
	Cr

	
	G$
	G$
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