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INTRODUCTION 
 

This manual aims to regulate general standards and design procedures, and guide partner 
institutions through the selection process of the  "EU-Brazil Sector Dialogues Support Facility". 
This project was conceived because it contributes to the progress and the furthering of the EU-
Brazil Strategic Partnership and their bilateral relations, by supporting the development of sector 
dialogues on issues of mutual interest, the sharing of  knowledge and exchange of experiences. 
 
The information that follows is the result of a process of consultation and discussion between the 
Project Coordination Unit (DNP) and partner institutions during the 1st and 2nd phases of the 
project. It tries to briefly address the different stages of the cycle involving the "EU-Brazil Sector 
Dialogues Support Facility" and the responsibilities of each partner involved. 
 
The manual is structured as follows: the first chapter is intended to level the knowledge about the 
project, addressing the general background, the beneficiaries, the activities eligible for support, 
the management structure and the responsibilities of partner institutions. The second chapter 
details the process of opening the calls for participation and their stages, including important 
items to be taken into account while designing the Terms of Reference for the actions. It also 
includes the possibility of an extraordinary action call. The chapters that follow deal with the 
implementation, follow-up and closure of the actions, providing information on how to perform the 
activities and the preparation of the final report on the actions. At the end, a list is provided of 
attachments that will help supplement the information provided. 
 
We hope that this manual will meet the goals of informing the beneficiaries and will facilitate the 
implementation of proposals for action and that it remains an important policy tool in project 
management, enabling cooperation between Brazil and the European Union to be a dynamic and 
lasting one. 
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ACRONYMS 
 

DELBRA. Euopean Union Delegation in Brazil 

EU.  European Union 

DNP. Project Coordination Unit, which is part of the Ministry of Planning, Budget and 

Management (MP) 

DGs. Directorate-Generals of the EU, which are the narrowing-down of the  various issues 
addressed by the European Commission into departments, much like the Ministries of 
the Brazilian Government.  

 
 
BASIC GLOSSARY  
 

Expert categories: Consultant ratings used by the project. Expert is the person hired for their 
expertise. They are paid  fees and have their travel and per diem expenses covered. Civil 
servants in Brazil or in EU institutions cannot be hired as experts. The expert may be a local or 
foreign one, acting in a senior or junior capacity. 
 

Local expert is one whose work is based in Brazil. They cannot be civil servants. 
 
Foreign expert is one whose work is based in other countries. They cannot be civil  

servants of the General Directorate of the European Union. However, they can work in 

national bodies of the Member States as well as in public universities. 

 
Junior Expert is the one with at least 5 years’ professional experience. 
 
Senior Expert is the one with 10 or more years of professional experience. 
 

Occasional collaborator or guest speaker: This is a person invited to participate in an action, 

in general terms, in set events. They can have their travel and per diem expenses covered, but 

are not paid fees. They may be civil servants. 

 
Advisory Committee: Collegiate body whose main function is to supervise project 

implementation. It is chaired by the Brazilian Cooperation Agency (ABC). It also comprises the 

DNP, DELBRA and the Department of Europe of the Ministry of External Relations (MRE). 

 

Service provider Consortium: Company contracted by the EU, through international 

competitive bidding, in order to provide technical assistance in project implementation. 
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National contribution: Sum corresponding to the national contribution to be informed by the 

Brazilian institutions when proposing actions and prior to their implementation. 

 

In Agreement: Agreement by letter given by the European counterpart in relation to an Action 

Proposal (during a Call for Participation) or the Terms of Reference (for an actions outside a call). 

It is signed by a 'Head of Unit' or someone in a higher level in the hierarchy. 

 

Incidental expenses: In the project terminology, these are intended to defray logistic support, as 

well as travel and per diem costs. 

 

Timesheet: sheet recording the number of the expert’s working days, summarising all the 

activities performed that are specified in the action schedule. It will be delivered to experts by the 

Service Provider and should be signed by the expert and the operational head of the action. 

 

Green light: E-mail Agreement provided by the European counterpart in relation to the final 

version of the Terms of Reference (during the Call for Participation). Sent by the technical official 

designated in the ‘Agreement' to follow up on the action or by those responsible for sending the 

said document. 

 

Memoranda of Understanding / Letter of Intent: These are documents through which a DG of 

the European Commission and a Brazilian Ministry list the topics that will be comprise a sector 

dialogue between them. 

 

Other partners: Those who can participate in dialogues but, because they not belong to the 

Federal level or to the bodies of the European Union, cannot lead them. They cover a wide range 

of organisations and institutions, both public ones (belonging to state governments in Brazil, 

national and sub-national governments in Europe and municipal ones in both) and private ones 

(professional associations, trade unions, NGOs, etc.). The participation of these partners in a 

dialogue takes place always under the leadership of a Partner Institution of the Federal 

Government. 

 

Partner institution: In the project terminology, the "partner institutions" are the Ministries, the 

Agencies and other institutions of the Brazilian Federal Government and the corresponding 

Directorates-General and Agencies of the European Union. They are the direct beneficiaries of 

the project, and therefore only they are the institutions who can be action proponents and 

responsible parties. 

 

Joint action plan (JAP): Multi-Year Plan that Brazil and the EU approve periodically in high-level 

meetings that chart the strategic partnership relations between them. 
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1. THE PROJECT 

1.1. GENERAL BACKGROUND 

 

The European Union (EU) and Brazil have a strong history of relations based on 

shared common core values, such as democracy, respect for human rights and 

basic freedoms, social justice, good governance and the rule of law. 

 

The intensification and the recent diversification of bilateral EU-Brazil relations 

culminated in a strategic partnership involving a reasoned diplomatic process 

grounded in a high-level structural and permanent political dialogue, associated 

with a set of sector dialogues on issues of common interest. 

 

The sector dialogues constitute a key instrument for cooperation and foreign 

policy used by the European Union, particularly in the context of strategic 

partnerships with third-party countries, which reinforces the principles of 

reciprocity, complementarity and mutual interest, in an environment of political 

responsiveness. 

 

The sector dialogues between the EU and Brazil involve a number of actors and 

partner institutions that directly or indirectly develop themes or practices that are 

of interest to both parties and are conducted by the different Directorates- 

General (DGs) and EU institutions and by the corresponding Ministries and 

Agencies of the Brazilian Federal Government. Several associated partners 

such as civil society organisations, state and local governments, public and 

private development agencies, trade and labour unions may also be involved. 

 

In general, the sector dialogues are formalised in a Memorandum of 

Understanding or equivalent document, but can also take place informally, just 

as long as exchanges are maintained regularly. In either case, the reference 

guidelines will be those approved in the Joint Action Plan (JAP) that is in force. 

 

In the framework of the bilateral cooperation programme, the EU and Brazil 

have established an instrument called EU-Brazil Sector Dialogues Support 

Facility. 

 

The overall objective of that project is to contribute to strengthen and broaden 

EU-Brazil bilateral relations through the promotion of sector dialogues on 

priority issues of mutual interest (in support of the 
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implementation of the EU-Brazil Joint Action Plan). 

 

The specific objective of the project is to facilitate and support exchanges 

between key European and Brazilian partners involved in the different Sector 

Dialogues that have been established. 

 

The Project Coordination Unit (DNP) is part of the Ministry of Planning, Budget 

and Management (MP) and is responsible for coordinating this project. 

 

 1.2 WHO IS ELIGIBLE FOR PARTICIPATION 
 

The direct beneficiaries of the actions supported by the project are the 

Ministries and the Brazilian Federal Government Agencies, as well as other 

federal bodies (courts, TCU, CGU and the like) and corresponding Directorates-

General, EU Institutions and Agencies that participate in specific Dialogues. 

 

Other entities, such as civil society organisations, state and local governments, 

public and private development agencies, the scientific and technological 

community, trade and labour unions, among others, can also be partners of the 

dialogues and therefore become indirect beneficiaries of the project. The Action 

Proposal, however, should always be submitted to the DNP by a direct 

beneficiary. 

 

1.3.  WHAT ACTIVITIES MAY BE SUPPORTED  
 

Each action proposed for co-funding by the Facility may include some of the 

activities described below, and keep close correlation with the two types of 

project expenditures: 1) Experts and  2) Incidental expenses. 

 

It is not possible to transfer funds between these two types of expenditure. 

 

It should be noted that Brazilian beneficiaries must contributed towards at least 

35% of the sum shouldered by the Facility. This contribution may be financial or 

non-financial and may derive from their own budget or raised with other 

Brazilian entities, be they public, private or civil society. For further information, 

refer to Section 4.1 of this manual. 

 

 

1.3.1 Experts - Consulting and expertise: 

 

They can be grouped as follows: 
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A-1) Preparation of studies 

 

The project can support specific studies (EU-Brazil sector and theme-based, 

comparative and benchmarking studies et cetera), essentially aimed at 

furthering technical issues addressed in the dialogues and/or a better 

understanding of the policies and programmes adopted by each of the parties. 

 

A-2) Specialised technical assistance 

  

The project will provide teams of experts to develop specific tasks so as to 

develop the topics discussed in the dialogues and/or the exploration of the 

results, like devising analyses and opinions on sensitive and/or highly technical 

issues, support for partners during the discussion of these issues, developing 

strategies and action plans to implement dialogue recommendations, training of 

staff to implement these plans and evaluation of their results, among others. 

 

1.3.2 – Incidental expenses: 

 

These may be grouped as follows: 

 

B-1) Logistic support in technical missions within the dialogues or 

participation in events 

 

By covering travel and per-diem expenses, the project facilitates the 

participation of Brazilian or European representatives in technical visits to 

partner institutions, as well as participation in conferences, seminars, 

meetings and technical training among other things. 

 

B-2) Logistic support for the organisation of events 

 

This type of support is designed to cooperate with the beneficiary, including  in 

the organisation of conferences, seminars, workshops et cetera. 

These services may include: 

 

• preparation, editing and printing of support documents and visual aids; 

 

• provision of welcoming, secretarial, translation and interpretation services; 

 

• provision of coffee breaks, brunches and refreshments during the event; 

 

• design, editing and printing of final documents (conclusions and 

recommendations, statements, press releases etc).  
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B-3) Publications: 

 

The publications should be related to the action carried out. They may be in 

digital or printed form. These services may include: translation, typesetting 

and/or printing. 

 

1.4. GEOGRAPHICAL AREAS COVERED BY THE PROJECT 

 
The actions may be implemented in Brazil or in the European Union. In 

exceptional cases that are duly justified the actions may comprise activities 

outside those territories. 

 

1.5. PROJECT MANAGEMENT STRUCTURE 

 
Project management takes place through the interface of the following actors: 

 

a) Project Coordination Unit (DNP), located within the Ministry of Planning, 

Budget and Management (MP) 

 

b) Delegation of the European Union in Brazil (DELBRA) 

 

c) Partner Institutions (direct beneficiaries) 

 

d) Advisory Committee 

 

e) Evaluation Committee 

 

f) Service Provider Consortium  

 

The following items describe the responsibilities of each of the aforementioned 

actors: 

 

1.5.1- Responsibilities of the Project Coordination Unit 

 

The Project Coordination Unit (DNP) is responsible for ensuring the overall 

coordination of project implementation in all relevant material aspects, 

especially in terms of efficiency, transparency, participation, visibility and 

sustainability, with the following responsibilities: 

 

 Publish the Regulations Launching the Calls for Participation; 

 

 Chair the Evaluation Committee in 
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consideration of the Action Proposals; 

 

 Ensure proper management of the project; 

 

 Schedule, coordinate, supervise and monitor the implementation of 

project activities, including receiving and handling the requests for 

support from partner institutions and the timely referral of requests for 

technical assistance to the Delegation of the EU; 

 

 Find the operational complements of actions with others that are 

underway in Brazil, also promoting initiatives at the national and 

European levels, which are likely to multiply the actions performed; 

 

 Facilitate communication between the entities involved in the project and 

their respective partner institutions; 

 

 Overall monitoring and evaluation of project activities; 

 

 Monitor the performance of the activities and devise semi-annual 

progress reports; 

 

 Provide guidance and support tools for partner institutions in the 

implementation of activities; for example, in the preparation of Terms of 

Reference and final reports; 

 

 Provide the EU Delegation and/or teams of evaluation with information 

and data on the technical and administrative implementation of the 

project. This review will always have a global character with a view to 

analysing the project itself, determining to what extent the project has 

achieved its goal of supporting bilateral relations, without commenting 

on the overall performance of Brazilian institutions; 

 

 Assist the secretariat of the Advisory Committee. 

 

1.5.2 - Responsibilities of Institutional Partners (Beneficiaries): 

 

Beneficiary partner institutions directly coordinate and supervise the actions of 

sector dialogues for which they have requested support and have the following 

responsibilities: 

 

 Assign a permanent interlocutor (Action Operational Head) to function as 

focal point of communications with the 
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Project Coordination Unit (DNP) and other stakeholders in the project; 

 

 Comply with the items of an ongoing commitment term in the electronic 

form of the Action Proposal (submit this form as an attachment); 

 

 Draft the Terms of Reference and other documents for submission of 

applications; 

 

 Coordinate and direct the activities of experts provided by the project in 

accordance with the Terms of Reference, and attest to the quality of the 

work they provide through the "declarations of acceptance" and "time-

sheets". 

 

 Ensure the necessary coordination with the Project Coordination Unit, 

stating the services provided; 

 

 Perform the activities provided for in the Terms of Reference; 

 

 Promote the dissemination of the action, always using the project logo; 

 

 Provide the DNP with documents and deliverables generated from the 

actions supported and in accordance with the Terms of Reference, 

including documentation of compliance with the national contribution; 

 

 Provide accountability of the actions through the submission of Final Action 

Reports; 

 

 Fill in the questionnaire/survey set by the DNP when submitting the Final 

Action Report. 

 

1.5.3 – Responsibilities of the European Union Delegation in Brazil 

(DELBRA) 

 

The Delegation of the European Union will contract and make technical 

assistance and logistics available to the project through a Service Provider 

that will support the programming, coordination, implementation, monitoring 

and evaluation tasks. 

 

In this context, the EU Delegation has the following duties: 

 

 Ensure administrative and financial management of the contract for 

services funded by the EU to run the project; 
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 Approve the set of actions submitted by the Project Coordination Unit, after 

the latter evaluated and recommended them; 

 

 Submit timely requests to the Service Provider Consortium hired for 

technical assistance and logistics required by the DNP, in accordance with 

the procedures contained in this implementation manual; 

 

 Attend meetings of the Advisory Committee as a member; 

 

 Comprise the Committee that assesses Action Proposals; 

 

 Issue recommendations. 

 

1.5.4 - Responsibilities of the Advisory Committee 

 

The Advisory Committee’s main function is to monitor project 

implementation. It meets before each Call for Participation and, 

extraordinarily, whenever requested by its members. 

 

The Advisory Committee will have the following responsibilities: 

 

 Ensure coordination across sectors when deemed necessary for the 

implementation of the project; 

 

 Issue an opinion on the project's general direction and its course of 

action; 

 

 Monitor the implementation of the project; 

 

 Issue recommendations. 

 

The Advisory Committee is chaired by the Brazilian Cooperation Agency 

(ABC) of Brazil’s Ministry of External Relations and comprises: a 

representative of the Department of Europe of the said Ministry; a 

representative of the Ministry of Planning, Budget and Management; two 

representatives of the EU Delegation in Brazil and the National Project 

Director, who will act as Secretary of the Committee. 

 

A representative from each of the diplomatic missions of EU Member States 

in Brazil, as well as one representative from each of the partner institutions 

directly involved in an active dialogue or other entities of interest to the 

project may also attend meetings of the Committee as 

observers. 



IMPLEMENTATION MANUAL 15 

 
 
 
 
 
 
 
 

 

 EUROPEAN UNION-BRAZIL SECTOR DIALOGUES SUPPORT FACILITY 

 
 

1.5.5 - Responsibilities of the Evaluation Committee 

 

In compliance with the criteria issued by the Advisory Committee, the 

Evaluation Committee will examine the Action Proposals received and may 

approve the entirety or part of each proposal, ordering them by order of priority, 

and clearing them to the limit of funds available in each Call. 

 

The guidelines to be observed in this analysis are approved by the Advisory 

Committee in each Call and divulged when the latter is launched. 

 

The Evaluation Committee of the Action Proposals will consist of: 

 

 National Project Director (or substitute); 

 

 Representative of the Ministry of Planning, Budget and Management (or 

formally designated deputy); 

 

 Operational Project Manager in Delbra (or formally designated deputy); 

 

 Representative of the MRE as an observer. 

 

Approvals in the Evaluation Committee shall observe the rule of unanimity. 

 

 1.6 SUPPORT FOR THE ACTIONS 
 

The actions to be supported will be those that respond to the mutual interests of 

the EU and the Federal Government of Brazil. 

 

In the case of Brazil, mutual interest will be proved by signing the Terms of 

Reference of an action by any DAS 6 office-holder or equivalent, who shall be 

deemed the 'one responsible for the action' within the proposing institution. On 

the European side, interest will be verified by a document denominated 'In 

Agreement’ by the project, signed by a 'Head of Unit' office-holder or occupant 

of higher level within the European institution. 

 

Only with both signatures by the Brazilian and European institutions, and free 

from the need of a call for participation, may the action be considered by the 

Prosecutor’s Office (MP) and DELBRA. 

 

In addition to the approval, at any time, to ensure equal opportunities to the 

Partner Institutions and give greater visibility and transparency to the project, at 

least once a year a Call for Participation will be launched to choose other 

actions to be co-financed. 
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The selection process will start with the publication of the Regulations for the 

Call for Participation, which is  issued to all partner institutions through a 

Circular Letter sent by the DNP to Brazilian Partner Institutions, and 

disseminated by DELBRA among the DGs and European institutions. 

 

 

2. CALLS FOR PARTICIPATION: 
 

Calls will be split into two phases: 

 

2.1 STAGES OF THE APPLICATION OR CALL 
 

2.1.1 - Action Proposal 

 

This is the pre-qualification stage of the proposals submitted to the project’s 

Evaluation Committee. Applicants must fill out the electronic form available on 

the Project website under the link mentioned in Attachment 1 and then click on 

"submit". At this stage, proposals DO NOT need to be  submitted in printed form 

to the DNP. 

 

Proposals must meet the following requirements: 

 The Action Proposal shall be submitted within the time specified by the 

DNP in the regulations of the Call. 

 There must be an 'In Agreement” letter (or “Seconding letter”) from the EU 

partner (from a Head of Unit or official of higher hierarchical standing) 

regarding the activity contained in the action. 

 The action should be clearly described and identified as part of a dialogue. 

 A date and/or the period in which the action is to take place must be clearly 

stated, observing the duration of the Call. 

 The services to be requested from the project and also those that would be 

counted as a contribution of the partner institutions should be briefly 

described. 

 The product and the expected deliverable of the action should be clearly 

specified. 

 The Action Proposal must specify who will be in charge of the action (DAS 

6 official and the one in charge of the operation). 
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The DNP may offer support for the beneficiaries in the drafting of the Action 

Proposal. After the closing date for the submission of the Action Proposal, the 

Evaluation Committee will analyse the proposals received, recording if the 

above-mentioned requirements and the characteristics of the Call Regulations 

are being met. The results are announced to partner institutions by e-mail. 

 

2.1.2 - Terms of Reference 

 

This is stage in which the pre-qualified actions are detailed. The Terms of 

Reference (TOR) is the document that specifies the importance of the action for 

the Dialogue, the objectives and expected outcomes of the action and the 

experts and services required of the project, according to the roadmap 

contained in Attachment 2 of this manual. 

 

After approval of the action, the Terms of Reference (TOR) must be submitted 

through a form available in the restricted area (access with log-in and 

password) of the project website (www.dialogossetoriais.org), at least 30 days 

before the start of the activities. After the electronic submission, the Terms of 

Reference must be printed, signed by the one responsible for the action (DAS 6 

office-holder) and forwarded to the Project Coordination Unit. 

 

The required services must detail all items to be funded by the project. 

 

If the engagement of experts is required, it is necessary to include the expert 

category (foreign senior, local senior or junior), with their qualifications and the 

schedule for the required deliverables. 

 

With regard to the location and duration of the action, it is necessary to indicate 

where the action will occur (specifying the location, city and country) and submit 

a schedule of activities (as specified in the system), with the set dates. 

 

At this stage, a 'Green Light' from the European partner must be included, 

showing that the latter is aware of the term’s final configuration, including the 

budget approved by the Evaluation Committee. The 'Green Light' can be an e-

mail from the partner institution which granted the 'In Agreement’ letter 

previously. The sender of this email may be the technician appointed in the 'In 

Agreement’ letter. 

 

2.2 - ACTIONS OUTSIDE THE CALLS 
 

The actions thus approved will be performed based on the Terms of Reference 

of the same nature as those approved by the Call. 
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The validation of the approval of a European counterpart is also achieved 

through the signing of an "In agreement letter" (by a 'Head of Unit' or higher 

hierarchical level). In this case, there is no need for a subsequent 'Green Light' 

because there was no pre-qualification stage. 

 

 

2.3 - GENERAL RULES FOR ACTIVITIES AND TYPES OF EXPENSES 
 

a) Expenses with Experts 

  

 The sum received by the experts comprises fees, airfares and per 

diems, that includes accommodation, food and transportation to the site 

of the initial and final meetings with the beneficiary. 

 

 Speakers may be hired as "experts". 

 

 Brazilian or European Union civil servants may not receive fees from the 

Facility and therefore cannot be hired as experts. However, they may be 

considered "occasional collaborators", supporters or guest speakers. In 

such cases, their costs will be charged under "incidental expenses". 

 

 No expenses will be paid relating to bonuses, overtime, premiums and 

other similar allowances. 

 

 Experts can make up to two trips, which will be aggregated to their 

expenses. Should they require further displacements, these should fall 

under 'incidental expenses'. 

 

b) Incidental Expenses 

 

b-1) Support for the organisation of events or technical meetings: 

 

 The following expenses will be considered eligible: i) rent and 

organisation of physical space; ii) design and editing of material to 

promote and publicise events; iii) hiring of audiovisual equipment; iv) 

hiring of translation equipment and simultaneous translation services 

consistent with foreign participation in the events; v) coffee breaks; vi) 

transport and reception services for participants; vii) other essential 

items for the event. 

 

 All advertising of the action must be performed in compliance with the 

national and EU legislation regarding information and publicity. 
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 Expenses with lunches, dinners, alcoholic beverages, musical 

performances and other entertainment services are not eligible. 

Excluded are also costs to purchase equipment on a permanent basis. 

 

b-2) Payment of airfares and per diems: 

 

 Airfares will be paid for in economy class considering the lowest market 

price. 

 

 Per diems are always calculated according to the reference table of the 

European Union. In special and duly justified cases, the DNP may 

arbitrate a lower per diem value, provided DELBRA submits no 

objection. 

 

 The project does not contribute to the displacement and lodging 

expenses of mere listeners (general public) in the events. 

  

 

3. ACTION IMPLEMENTATION AND FOLLOW-UP 
 

3.1. IMPLEMENTATION 

 
To start the implementation of the Terms of Reference, as approved by the 

DNP and DELBRA, the former are submitted by DELBRA to the service 

provider consortium contracted by the EU funds. 

 

The implementation of the Terms is the execution of activities planned therein, as 

presented in the schedule shown. All implementation coordination is up to the 

Beneficiary. The service provider consortium is responsible only for purchasing 

airfares, transference of per diems, and the provision of logistic items for events 

and procedures for hiring and paying experts.  

 

Below the procedures for the implementation and closure of each type of 

activity are detailed. 

 

3.1.1 Experts: 

 

With the Terms of Reference in hand, the Service Provider Consortium seeks 

experts in accordance with the specifications contained in the document and 

submits to the beneficiary at least three curricula for analysis and 

communicates this to the DNP. 
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The evaluation and selection of experts will be made by the Beneficiary through 

the Project webpage. If the Beneficiary deems necessary to analyse more 

curricula, they may request so. 

 

In possession of the curriculum evaluation information, the Service Provider 

contracts the selected expert and provides the necessary measures so the work 

of this expert can be engaged. 

 

To carry out the theme or technical assistance survey, it is up to Beneficiaries: 

 

 To coordinate and guide the experts in their activities; 

 

 To assemble the necessary documents and data, and provide guidance 

as to the location of the sources of information; 

 

 To organise meetings, workshops, debates and the presentation of the 

study/technical assistance findings; 

 

 To promote the dissemination of the study or technical assistance 

findings; 

 To check that the work for which the expert was hired was 

accomplished. This verification is done through the "Acceptance 

Statements" and "timesheets"; 

 

 To set and update as needed the schedule of activities/deliverables, in 

coordination with the experts; 

 

 To report to the DNP and the company if the expert is not performing the 

agreed activities, after consultation attempts and schedule adjustments. 

 

N. B.: The outcome of the work contracted belongs to the beneficiary, who may 

disseminate it without prior consultation with the expert and/or service provider. 

 

Its publication and disclosure should be made only in accordance with the 

project’s visibility rules, with the identification of the funding ID (institutional 

Project logo) and the inclusion of a disclaimer. 

 

Disclaimer: "The content of this publication is the sole responsibility of the 

authors and should not, under any circumstances, be taken to reflect the views 

of the European Union (or of the Brazilian institution)". 
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3.1.2 Incidental Expenses: 

 

Event Organisation - Event item logistics 

 

The Service Provider Consortium is responsible for the logistic execution of the 

event according to the services required in the Terms of Reference. To initiate 

the activities, the beneficiary will just need to confirm the date and the location 

of the event and request the preparation of the required services. This 

confirmation must be made 30 days in advance of the event date. 

 

If the beneficiary deems necessary adjustments to what was provided for in the 

Terms of Reference, or to cancel or rearrange items, they also need to apply for 

approval to the DNP 30 days in advance. There being approval, the service 

provider will be informed of the adjustments in the Terms. 

 

The Beneficiary will be responsible for coordinating the event as a whole. The 

service provider only provide the requested items, for example, translation or 

van services. 

 

Technical visits and participation in events - Logistics for 

purchasing airfares and transferring per diems 

 

The Beneficiary will submit to the DNP contacts (name, phone, e-mail address) 

of the representatives who will participate in the technical missions/visits or 

guest speakers, at least 30 days in advance, and will provide the details of the 

trip (itinerary, mission dates, schedule of visits/meetings, internal displacements 

etc). With this data, the Service Provider will make the relevant contacts to 

provide the travel arrangements and per diems. 

 

Per diems received on a daily basis aim to cover short displacements, 

accomodation and meals. It is not necessary to prove per diem expenses. 

However, it should be noted that the reservation of accommodation and the 

corresponding payment will be the sole responsibility of each member of the 

mission or speaker. 

 

If the mission involves Brazilian civil servants abroad, the beneficiary must 

provide an authorisation to leave the country according to the existing rules of 

the Brazilian government. 

 

Once the airfare is issued, it is not subject to cancellation or change. Any cost 

arising from changes or cancellation of already issued tickets will be the 

responsibility of the recipient. 
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If the travel date needs to be changed the beneficiary must notify the DNP with 

30 days’ notice, informing the new date. 

 

The project only pays for airfares in economy class. It is important that the 

beneficiary report this rule to their partners and guests. 

 

Document Translation, Layout or Publication Services 

 

These services will be hired and started as soon as the beneficiary submits to 

the DNP the document object of the service contracted. 

 

3.2. FOLLOW-UP AND MONITORING: 
 

The follow-up of the DNP and DELBRA to the physical implementation of the 

action can be done in the following ways: 

 

 DNP and DELBRA meetings with the Beneficiaries in order to obtain 

information about the progress of the approved action. These meetings 

may also serve to support the overall monitoring of the project, by 

identifying difficulties and lessons learned, ways to promote the 

sustainability of sector dialogues started and promote new opportunities 

for dialogue. The Brazilian Cooperation Agency (ABC) may attend these 

meetings as needed to verify project monitoring. 

 

 DNP and DELBRA attendance to events, missions or other activities 

related to the actions supported by the project or promoted by the 

partner institution in the corresponding sector dialogue. 

 

 

3.2.1 – ADJUSTMENTS AND CHANGES TO THE TERMS  

 

Once the Terms of Reference (TOR) are signed, possible changes or 

modifications should be consulted with and requested from the DNP. 

 

"Detail Adjustments" will be considered any information or minor changes that 

do not modify the Terms’ budget nor imply in changes of the Action structure. 

These "Detail Adjustments" include: changes or adjustment in dates or venues 

of missions, names of participants in missions or guest speakers. 

 

"Detail Adjustments" will be treated as simple management adjustments 

provided they are shown to the DNP by the operational  Action head 30 days 

before the start of activities. 
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Changes to Terms of Reference are modifications that impact on the budget 

planned and on the structure initially conceived to achieve the desired results. 

They should also be requested 30 days ahead of the start of activities. 

 

Regarding the Changes to the Terms of Reference, these will also be submitted 

to DELBRA in the two cases below: 

 

a) The impact on the budget planned is above 10% of the value contributed by 

the Project; 

b) The modification leads to major changes in the structure initially conceived. 

In this case, it is also important to maintain constant dialogue with the 

European partner institution. 

  

 

 4. ACTION CLOSURE 
 

Within 30 days after closure of the action, the beneficiary must submit the final 

report of the action to the DNP through the project’s website. Subsequently, the 

final report must be printed, signed by those responsible for the action (DAS 6 

office-holder and operational head) and sent to the DNP. 

 

The Report should cover the items listed in Attachment 3, in addition to having 

as attachments (to be upload from the system): 

 

• A Final version of the expert's work (technical assistance provided or study 

findings); 

 

• Copy of the presentations of the experts or speakers, meeting memos, 

material distributed at events, promotional material etc; 

 

• Documents that prove the expenses reported as a national contribution; 

 

• Travel reports and supporting documentation of the activities performed in the 

event of a technical mission; 

 

• Attendance list at the events. 

 

4.1. NATIONAL CONTRIBUTION 

 
Proof of at least 35% of a national contribution is required of the sum 

contributed by the Facility. Higher values can be entered and show the interest 

of the Ministry in that action. 
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This minimum sum can be reached in different ways and does not require costs 

to be financial (direct injection of funds). Overall, contributions are characterised 

by the following types of expenditure: 

 

a) Civil Servants’ Working Days (in preparing the events, participating in 

missions, among others); 

 

b) room rental or other expenses related to the event; 

 

c) Publication of materials. 

 

This list is not inclusive and may include other items. 
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ATTACHMENT 1 

 

Guidelines for presenting an Action Proposal 

 

A form must be filled out for each action proposed. The form is available online at 

the Project’s website: http://www.dialogossetoriais.org 

 

This form requires basic information about the action to be performed, such as: 

 

1. Dialogue to which the action relates. 

 

2. Data of the Beneficiary Partner indicating the one responsible for the action 

(DAS 6 or equivalent) and the one responsible for its operation. 

 

3. Data of the partner institution from the European Union and the uploading of 

the "In Agreement letter" from the European counterpart, which is a document 

stating their agreement to the action proposed. 

 

4. Details of the action, including: 

 

Background; 

 

Description of the action; 

 

Objective(s) and expected outcome(s); 

 

Scheduled start and end of the action; 

 

5.  Services required by the project including: 

 

In the case of experts: select the type of expert requested and the working 

days needed to carry out the work required; 

 

Incidental expenses (travel expenses, per diems, event logistics, 

publishing, etc.): select the services required depending on the nature of 

the action. 

 

It should be noted that, as the services are entered, the system itself 

calculates the budget for the action. 

 

6. Forecast of items from the national contribution, bearing in mind that a 

minimal contribution is always required. 

http://www.dialogossetoriais.org/
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Finally, the form requires the acceptance of the Commitment Agreement by the 

Beneficiary before the Project Coordination Unit (DNP), the content of which 

must be made known to the latter: 

 

Commitment Agreement 

 

The beneficiary accepts and commits to the following: 

 

1. To take responsibility for managing the Action seeking co-funding with the 

“Sector Dialogues Support Facility" before the DNP and the EU Delegation in 

Brazil; 

 

2. To ensure the full implementation of the Action in the deadlines as set in the 

terms of reference; 

 

3. Ensure full funding from the Action’s national contribution and of ineligible 

expenditure; 

 

4. Provide the DNP with a copy of all supporting documents of expenditure 

incurred, for the purpose of calculation of the contribution; 

 

5. To not make any change in the action that may be the object of co-financing, 

without prior authorisation from the DNP;  

 

6. Within 30 days after the end of the Action, produce a final report on the 

Action showing the results obtained, the problems that remain and making 

recommendations for future actions. 
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ATTACHMENT 2 
 

      Roadmap for making a Term of Reference 

 

Those responsible for the actions selected in the previous stage (Action 

Proposal) should fill out the form for the "Terms of Reference" (ToR) available 

through registration (log-in and password) on the Project’s website: 

www.dialogossetoriais.org. 

 

In the form, detailed descriptions of the action to be co-funded will be required. 

The items required in the ToR will be: 

 

1. Background; 

 

Describe the circumstances in which the Action develops, pointing out the 

relevance of the action for the objectives and priorities of the sector dialogue. 

 

2. Description of Action; 

 

Provide objective details of how the Action will be carried out, as well as its 

stages like: preparation of studies, events, missions et cetera. 

 

3. Overall objective; 

 

Specify the overall goal of the action clearly and simply. The Overall Objective 

explicitly states the purpose of the Action, translating where you want to lead. 

List the possible outcomes, resulting from the use of resources provided for in 

the Action. It should answer the question: "What for?" 

 

4. Specific objective(s); 

 

Clearly and in a straightforward manner, specify the objectives for the action. 

The specific objectives are concrete targets that the Action seeks to achieve. 

The specific objectives narrow down the overall objective. They are quite 

explicit, concrete goals, with a limited range and observable in the medium and 

short term. When we put together all the specific objectives, we should reach 

the overall objective of the Action. The specific objectives answer the question: 

"What" does action aim to achieve? 

 

5. Outcomes; 

 

Specify clearly and simply the expected outcomes of the action. These are the 

concrete forms in which it is hoped to achieve the 

http://www.dialogossetoriais.org/
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specific objectives. Therefore, there must be a close correspondence between 

outcomes and the specific objectives. One suggestion on how to differentiate 

them and at the same time demonstrate this correspondence is to use different 

tenses to introduce the objectives (Produce equipment 'x' ...) and expected 

outcomes (Equipment 'x' produced ...). 

 

6. Overall Action Schedule; 

 

List in chronological order the planned activities (studies, missions, events, 

event participation and publications). 

 

7. Date of start and end of the action; 

 

8. In order to request services: 

a) Experts: 

- Experts: number of experts required by category (local senior, foreign 

senior and local junior); number of effective working days for each expert; 

required profile (academic/skills background, specific experience, 

deliverables, language skills, schedule of activities, planned trips etc.) 

 

b) Incidental expenses: 

 

- Hosting of Events: indicate logistic items that will be funded by the Facility 

-Mission or participation in events: Per diems and travel expenses (kind of 

travel, legs, dates, mission schedule, data of the participants etc.) 

- Publication (description of the type of publication, number of copies, format, 

budget forecast et cetera.) 

 

9. National Contribution. 

 

Description of the items in the national contributions, bearing in mind that a 

minimal contribution of 35% of the total amount contributed by the Facility is 

required. 

 

Note: Upload the 'Green Light' (in pdf format): 

 

To send the Terms of Reference through the system is required uploading the 

Green Light before. This can be an e-mail stating that the European partner is 

aware of the latest version of the TOR. A suggestion for a template is provided 

but there is no obligation to follow any given pattern. 
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ATTACHMENT 3 
 

Drafting the Final Report on the Action 

 

After closure of the action, the partner institution must fill out the "Action Final 

Report" available through registration (log-in and password) in the Project 

website, www.dialogossetoriais.org. 

 

The form will require the following information: 

 

1. Introduction 

Brief description of the action, its schedule, initially proposed objectives and 

actual outcomes. 

 

2. Implementation 

 

Description in detail of all activities and initiatives undertaken in the course of 

the action: Information on Events (include relevant information about 

participants); Information on Missions (institutions and partners visited, brief 

description of the object of the meetings, outcome of these visits); 

Information on the Experts (study conducted, results achieved, how the study 

will be published or used). 

 

3. Outcomes 

 

Description in detail of the results achieved, quantifying them, if possible, in 

comparison with the initial objectives: 

- Submit your review of the results of the action. Include observations on 

performance, results, impact and risks in relation to the specific and general 

objectives, and if the action had unexpected outcomes (both positive or 

negative). 

- Indicate the contribution of the action to the final beneficiaries and/or 

target groups (if different) 

- Enumerate all the material (publications), and their respective number of 

copies produced in the course of the action, regardless of format. 

 

4. Partners and other types of cooperation 

 

Assess the relationship between the formal partners (Brazilian and European 

responsible officials) in this action. Indicate whether the partnership will 

continue. If so, indicate the form that will take. If not, give reasons. 

 

 

http://www.dialogossetoriais.org/
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Describe the relationship between your organisation and the public entities of 

the country(ies) where the action was performed. Describe how this 

relationship affected the action. 

 

5. Visibility received by the Project during the implementation of the action 

 

Indicate how visibility of the project was ensured during the implementation 

of the action (banners, advertising material, reference to the Project during 

missions, any material about the action on the Ministry website et cetera.). 

 

6. Sustainability of the action 

 

Specify how action continuity was ensured from the start and whether the 

action is likely to have multiplying effects. Indicate possible developments of 

the activities carried out under the action (future partnerships, new 

agreements and so on). 

 

7. Difficulties / Obstacles 

 

Description of the difficulties and obstacles encountered during the 

development of the action activities and recommendations to overcome them 

in future actions. List the planned activities that were not implemented, 

explaining the reasons. 

 

8. National contribution 

 

Description of the items and sums of the national contribution. All sums 

declared must be accompanied by proof. 

 

Sample text: "As shown in the attached contribution table, R$ xxx were spent 

for civil servant remuneration, R$ xxx in event logistics, R$ xxx in travel 

expenses, representing a total of R$ xxx, corresponding to xx% of the total 

sum incurred by the action, thus meeting the proof of the minimum required 

of 35% of this amount in national contribution." 

 

9. Other relevant information 

 

If there are any comments you wish to add. 

 

10. Conclusion. 

 

A brief overview of what has been achieved through the implementation of 

the action. 
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11. Attachments: 

 

a) Studies (Experts’ Final Deliverables); 

b) Travel Reports (Mission); 

c) Attendance List at Events funded at least in part by the Facilty; 

d) Publications funded by the Facility; 

e) National contribution. 



 
 
 
 
 
 
 
 
 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


