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Annex B.1: Project Administrative arrangements for UN Recipient Organizations  

 

(This section uses standard wording – please do not remove) 

 

The UNDP MPTF Office serves as the Administrative Agent (AA) of the PBF and is responsible 

for the receipt of donor contributions, the transfer of funds to Recipient UN Organizations, the 

consolidation of narrative and financial reports and the submission of these to the PBSO and the 

PBF donors. As the Administrative Agent of the PBF, MPTF Office transfers funds to RUNOS on 

the basis of the signed Memorandum of Understanding between each RUNO and the MPTF Office. 

 

AA Functions 

 

On behalf of the Recipient Organizations, and in accordance with the UNDG-approved “Protocol 

on the Administrative Agent for Multi Donor Trust Funds and Joint Programmes, and One UN 

funds” (2008), the MPTF Office as the AA of the PBF will: 

 

• Disburse funds to each of the RUNO in accordance with instructions from the PBSO. The AA 

will normally make each disbursement within three (3) to five (5) business days after having 

received instructions from the PBSO along with the relevant Submission form and Project 

document signed by all participants concerned; 

• Consolidate the financial statements (Annual and Final), based on submissions provided to the 

AA by RUNOS and provide the PBF annual consolidated progress reports to the donors and 

the PBSO; 

• Proceed with the operational and financial closure of the project in the MPTF Office system 

once the completion is completed by the RUNO. A project will be considered as operationally 

closed upon submission of a joint final narrative report. In order for the MPTF Office to 

financially closed a project, each RUNO must refund unspent balance of over 250 USD, 

indirect cost (GMS) should not exceed 7% and submission of a certified final financial 

statement by the recipient organizations’ headquarters); 

• Disburse funds to any RUNO for any cost extension that the PBSO may decide in accordance 

with the PBF rules & regulations.   

 

Accountability, transparency and reporting of the Recipient United Nations Organizations 

 

Recipient United Nations Organizations will assume full programmatic and financial 

accountability for the funds disbursed to them by the Administrative Agent. Such funds will be 

administered by each RUNO in accordance with its own regulations, rules, directives and 

procedures. 

 

Each RUNO shall establish a separate ledger account for the receipt and administration of the 

funds disbursed to it by the Administrative Agent from the PBF account. This separate ledger 

account shall be administered by each RUNO in accordance with its own regulations, rules, 

directives and procedures, including those relating to interest. The separate ledger account shall be 

subject exclusively to the internal and external auditing procedures laid down in the financial 

http://mptf.undp.org/document/download/10425


regulations, rules, directives and procedures applicable to the RUNO. 

 

Each RUNO will provide the Administrative Agent and the PBSO (for narrative reports only) with: 

 

Type of report Due when Submitted by 

Semi-annual project 

progress report 

15 June Convening Agency on behalf of all 

implementing organizations and in 

consultation with/ quality assurance by 

PBF Secretariats, where they exist 

Annual project progress 

report 

15 November Convening Agency on behalf of all 

implementing organizations and in 

consultation with/ quality assurance by 

PBF Secretariats, where they exist 

End of project report 

covering entire project 

duration 

Within three months from 

the operational project 

closure (it can be 

submitted instead of an 

annual report if timing 

coincides) 

Convening Agency on behalf of all 

implementing organizations and in 

consultation with/ quality assurance by 

PBF Secretariats, where they exist 

Annual strategic 

peacebuilding and PBF 

progress report (for 

PRF allocations only), 

which may contain a 

request for additional 

PBF allocation if the 

context requires it  

1 December PBF Secretariat on behalf of the PBF 

Steering Committee, where it exists or 

Head of UN Country Team where it 

does not. 

 

Financial reporting and timeline 

 

Timeline Event 

30 April Annual reporting – Report Q4 expenses (Jan. to Dec. of previous year) 

Certified final financial report to be provided by 30 June of the calendar year after project 

closure 

 

UNEX also opens for voluntary financial reporting for UN recipient organizations the following 

dates 

31 July Voluntary Q2 expenses (January to June) 

31 October Voluntary Q3 expenses (January to September) 

 

Unspent Balance exceeding USD 250, at the closure of the project would have to been refunded 

and a notification sent to the MPTF Office, no later than six months (30 June) of the year following 

the completion of the activities. 

 



Ownership of Equipment, Supplies and Other Property 

 

Ownership of equipment, supplies and other property financed from the PBF shall vest in the 

RUNO undertaking the activities. Matters relating to the transfer of ownership by the RUNO shall 

be determined in accordance with its own applicable policies and procedures.  

 

Public Disclosure 

The PBSO and Administrative Agent will ensure that operations of the PBF are publicly disclosed 

on the PBF website (www.un.org/peacebuilding/fund) and the Administrative Agent’s website 

(www.mptf.undp.org). 

 

http://www.mptf.undp.org/










































Organisation recipiendiaire 
1 (budget en USD)

Organisation recipiendiaire 
2 (budget en USD)

Organisation recipiendiaire 
3 (budget en USD)

Totals

1. Staff and other 
personnel  $                           128,967.00  $                                             -    $                                             -    $                         128,967.00 
2. Supplies, 
Commodities, 
Materials  $                                9,197.00  $                                             -    $                                             -    $                              9,197.00 
3. Equipment, 
Vehicles, and 
Furniture (including 
Depreciation)  $                                6,398.00  $                                             -    $                                             -    $                              6,398.00 
4. Contractual 
services  $                              52,553.00  $                                             -    $                                             -    $                           52,553.00 
5. Travel  $                                             -    $                                             -    $                                             -    $                                          -   
6. Transfers and 
Grants to 
Counterparts  $                           886,915.00  $                                             -    $                                             -    $                         886,915.00 
7. General Operating 
and other Costs  $                           317,839.00  $                                             -    $                                             -    $                         317,839.00 
 Sub-Total   $                        1,401,869.00  $                                             -    $                                             -    $                      1,401,869.00 
 7% Indirect Costs  $                             98,130.83  $                                             -    $                                             -    $                           98,130.83 
 Total  $                              1,500,000  $                                             -    $                                             -    $                           1,500,000 

Organisation recipiendiaire 
1 (budget en USD)

Organisation recipiendiaire 
2 (budget en USD)

Organisation recipiendiaire 
3 (budget en USD)

TOTAL Tranche %

First Tranche:  $                                 525,000  $                                             -    $                                             -    $                               525,000 35%
Second Tranche:  $                                 525,000  $                                             -    $                                             -    $                               525,000 35%
Third Tranche:  $                                 450,000  $                                             -    $                                             -    $                               450,000 30%
TOTAL  $                              1,500,000 -$                                               -$                                                $                           1,500,000 

For MPTFO Use

Totals

Performance-Based Tranche Breakdown
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