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B&SED

EUR O P E

This project is funded by the European Union and implemented by
a consortium led by B&S Europe. The contents of this document are
the sole responsibility of B&S led consortium and do not necessarily
reflect the views of the European Union.

Civic Space
Hiseyin Kiclk Street, Seytanoglu Apt. No: 3B Koskliciftlik-Nicosia, Cyprus
+90 392 227 65 05 | WWW.cCivicspace.eu | info@civicspace.eu

000000



https://www.civicspace.eu
https://www.civicspace.eu
https://www.facebook.com/civicspaceeu
https://www.instagram.com/civicspaceeu/
https://www.youtube.com/c/civicspaceeu
https://twitter.com/civicspaceeu
https://www.linkedin.com/company/civicspaceeu/
https://t.me/civicspaceeu

ACTIVITY PLAN

/Request Number:
Request Name:

Description

Activity Start Date End Date Place /Explanation
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BUDGET PLAN

Request Number:
Date Of Invoice Bank Details of the Approved AEEL‘;‘;‘:d Invoice
Activity Activity Description Provider Or Supplier Budget Amount Amount
(Account name, Bank Details, IBAN) Item (EUR) (EUR)
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Forms
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FLIGHT TICKETS

/

Request Number:

Name and Last Name

Flight Details (From-To)

Flight Date and Time

10




BUS - SEA - TRAIN TICKET

/

Request Number:

Travel Details Travel/Ticket Price
(Company name, Travel Date (EUR or TL please
From-To) specify)

Name and Last Name
Of Passenger

10
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TEMPLATE FOR DECLARATION OF
MISSING BOARDING CARDS

........................................................... (Date) . (City & Country)

To whom it may concern,

|, the undersigned........ _with the ID number of
........................................................................................................ hereby declare that | have lost my

outbound/inbound boarding pass

In faith,

(Signature)

*Passport/ID copy attached
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FORM FOR NOTIFICATION OF EVENTS

/

(To be completed at least 10 days prior to date of the event by the beneficiary)

Grow Civic Reference
Number of Action

Name of Grow Civic Beneficiary
(name of CSO or activist)

Name of Event
(as indicated in the activity
plan of your action)

Indicate if
Public/Private event

Date of Event From: To: No. of days:

Time of Event Start time: End time: No. of hours:

Venue (address)

Type and Brief Description
of Event (please relate
with your activity plan and
explain if there are any
changes in your plan)

Target Audience (s)

Details (tel no, e-mail,
website, social media)
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Visibility
Guideline
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Grow Civic Visibility Guideline

This guideline provides necessary information for beneficiaries supported by the Grow Civic, for preparing
communication materials in line with the visibility requirements of the Programme. The requirements provided in
this documentation are also in line with the latest EU communication and visibility guidelines?. All communication
materials and tools produced with the support of the Grow Civic Programme, should make reference to the
European Union (EU) and the Grow Civic support. Thus, on all the communication materials and tools produced
with Grow Civic support, the support owners should make sure to add the EU emblem, the Grow Civic logo and
the acknowledgment of the support provided. When and if the produced material includes written or verbal
content, a disclaimer should also be added. All communication materials must be reviewed and approved by the
European Union BEFORE dissemination.

1.General Visibility Requirements

You can find the EU emblem and the Grow Civic logo below.? They can be downloaded in higher resolution from
our website: https://mis.civicspace.eu/en/help

@
P

GROW CIVIC

CREATE YOUR OWN MAGIC

General requirements for the emblem and logo usage on the communication materials are listed below:

w The EU emblem, the Grow Civic logo and the logo of the support owner (if relevant) should all be the same size.
w The Grow Civic logo to be used should be in the language of the communication material (English, Greek or
Turkish).

L5 If the communication material has more than one language (ENG + GR, ENG + TR, GR + TR), the
English Grow Civic logo should be used.

w All the logos should be used in high resolution, be clear and not blurred.

w All logos should preferably be placed on the same line/level.

w The EU emblem should preferably be placed on the left side of the document.

w The EU emblem and the Grow Civic logos cannot be changed and should be used as provided. If the
communication material is in black and white color, the following logos can be used and can be downloaded

from the link provided above:
\ Y2

] asy
EL

GROW CIVIC

CREATE YOUR OWN MAGIC

*

2. Acknowledgement and Disclaimer

Allcommunication materials (books, brochures, posters, presentations, documentaries, films, etc.), communication
supplies (promotional materials, etc.), and communication tools (website, etc.) to be used and produced as part of
your activities supported by the Grow Civic Programme must include the following acknowledgement sentence:

For more mformatlon you can VISIt European Commun|5|on S "Commumcahon and Visibility Requirements for EU External Actions” page from

2For more information about the use of EU emblem please follow the link: https://ec.europa.eu/info/sites/default/files/eu-emblem-rules_en.pdf


https://mis.civicspace.eu/en/help
https://ec.europa.eu/international-partnerships/comm-visibility-requirements_en
https://ec.europa.eu/info/sites/default/files/eu-emblem-rules_en.pdf

“ This publication/brochure/website/video/film was produced with the support of the Grow Civic ))
Programme funded by the European Union.

|—> Please select/adapt section written in orange (e.g. brochure, website, poster, visual, book, film)
depending on where you will use it.

If and when the communication material includes any written or verbal content it must also include the following
disclaimer with the acknowledgment sentence:

“ This publication/brochure/website/video/film was produced with the support of the Grow Civic “
Programme funded by the European Union. Its contents are the sole responsibility of name of the
author/activist/CSO name and do not necessarily reflect the views of the European Union”.

Please select/adapt sections written in orange above, depending on for which type of visibility
material it will be used for, and add the name of the support owner (organisation or activist).

Example 1(CSO):

O
* * .')“ & This_publication/brochure/website/video/film was produced with the support of LOgO of the
: ’: @E the Grow Civic Programme funded by the European Union. Its contents are the sole support
* * o 0 responsibility of name of the CSO and do not necessarily reflect the views of the owner CSO

* ok * GROW CIVIC European Union.

CREATE YOUR OWN MAGIC

Example 2 (Activist):

¥
o
This publication/brochure/website/video/film was produced with the support of the Grow Civic Programme )@E
funded by the European Union. Its contents are the sole responsibility of name of the author/activist and do 0 n
not necessarily reflect the views of the European Union. GROW CIVIC

cccccccccccccccccc

Visibility requirements in actions involving more than one funder/supporter

If the action is supported not only by Grow Civic but also by other funders/supporters, the EU emblem and the
Grow Civic logo must be used in the same size with others. The EU emblem and the Grow Civic logo should be on
the left side of the communication material, while the acknowledgment or disclaimer sentence in its’ centre and
other logo(s) on its right side. An example of visibility in such cases is provided below:

Example:
o ) L N )
“ o This publication/brochure/website/video/film was produced
ST, Q@f with the support of the Grow Civic Programme funded by the It_l?g% of / Logo of the
* * )" “G European Union and name of the donor/sponsor. Its contents = Clolner support
Ly " ** . are the sole responsibility of name of the author/activist and sponsor owner CSO
GROW CIVIC  do not necessarily reflect the views of the European Union. owner

cccccccccccccccc

All communication materials should be sent to the Civic Space team prior to printing and/or dissemination as
they require the formal approval of the EU Programme Support Office (please see section 5 below for detailed
explanation of the approval process). Keep in mind that the visibility approval process may take time. Thereby,
make sure that you submit the materials to the Civic Space team at least 15 days prior to the date they will be
needed to ensure their timely processing.

If for any justifiable reason, you do not want to use the EU emblem, Grow Civic logo, acknowledgement or
disclaimer sentence, you should submit a written request to the Civic Space team with justifications. As this
requires a derogation, Civic Space team will seek the approval of the EU, and accordingly will inform you whether
the request is approved or not.



3. Visibility Placement Examples

Some visibility placement examples for different communication materials, are provided below for your
reference (you can also download them in Photoshop, InDesign and lllustrator formats from
https://mis.civicspace.eu/en/help ).

1. Social Media Posts

Social Media Template 2
(Story Format)

Social Media Template 1
(Square Post)

ue
23
- ﬂg"\(
GROW CIviC

2. Social Media Pages?

Facebook Page Instagram Page
(About Section) (Profile Section)
About youth_engage_connect_e.. IR -
o Y 0 posts 0 followers 0 following
Enter location

This action is supported by the Grow Civic Programme funded by the
European Union. The posts don't necessarily reflect the views of the EU.

o This action is supported by the Grow
Civic Programme funded by the
European Union. The posts don't
necessarily reflect the views of the
EU.

0 people follow this

Enter website

C B

Enter phone number

Please note that this visibility requirement is applicable only for social media accounts/pages created specifically for the Grow Civic supported actions.
Existing social media accounts of the support owners shall not include visibility in their “about” section.



https://mis.civicspace.eu/en/help

3. Leaflet

Leaflet Template 1 Leaflet Template 2
(A5) (2 Pages A5)

4. Booklet / Book Cover

Book Template 1 Book Template 2
(Front Cover) (Back Cover)
BOOK/
BOOKLET
NAME

S &

E)

- &
aRow civic




5. Rollup Banner

Rollup Banner Template 2
(Beneficiary Logo at the bottom)

Rollup Banner Template 1
(Beneficiary Logo on top)

Logo of the

support
owner CSO

2 9
This action is supported under the Grow Civic ’;%e 2%%  This action is supported under the Grow Civic :
Programme financed by the European Union. srow civic mgﬁmc Programme financed by the European Union.

6. Video/Film

Video Template 1
(End of the Video, Full Screen)

Q‘,‘,"' This video/film was produced with the support of the Grow Civic Programme funded by the European Logo of the
4'_\'5 Union. Its contents are the sole ity of name of the aut €50 and do not necessarily [CNL43
GROw clvic _reflect the views of the European Union owner CSO

Rollup Banner Template 3
(Beneficiary Logo at the top)

Logo of the

support
owner CSO

This roll up was produced with the support of the Grow Civic Programme funded by
the European Union. Is contents are the sole responsibiiy of name of the author/
activist/CS0 and do not necessarily reflect the views of the European Union



7. Website

4. Rules for Using Content in Communication Materials

v

Ckt &k & ©

All the participants in your photographic and video visuals should sign a consent form agreeing to take part
in your visibility or communication related actions implemented with the Grow Civic support. In the case of
minors, consent should be received from their parents/legal guardian(s).

You should make sure that the communication materials to be produced with the support of the Grow Civic
Programme should not have discriminatory, offending, insulting text or visuals in them.

Communication materials should not include context (text images or photos) that praises or incite violence
or violate human rights.

All visual content included in any communication material should be referenced to the owner of that content.

The intellectual property and copyights should be respected in all written or visual materials produced with
the Grow Civic support with proper references and permissions as required.

Any breach to the intellectual property and copyright will be under the sole responsibility of the beneficiary.

As much as possible, we recommend you use copy right free (royalty free) visuals. Some links from which you
can find such visuals are as follows:

o Pexels (Free): https://www.pexels.com/

o Pixabay (Free): https://pixabay.com/

o Unsplash (Free): https://unsplash.com/

o Shutter Stock (Paid): https://www.shutterstock.com/

If you have any further questions, please contact with the Grow Civic Team.


https://www.pexels.com/
https://pixabay.com/
https://unsplash.com/
https://www.shutterstock.com/

5. Approval Process for Communication Materials

w First and foremost, make sure that your approved action and budget forms include the communication
materials that you would be producing. If they were not included in your approved original request form, make
sure that you first request modification in your plans, as explained in the Grow Civic Implementation Guidelines.
You can consult the Civic Space team if you have questions.

w If you are going to purchase services from a provider in designing your communication materials, please
check the list of service providers list annexed to the Implementation Guidelines. Get quotations from at least 2
providers listed in the document related with the type of material/service. Always copy the Civic Space team in
your communications.

O

v Whether you will produce the communication material yourself or by way of service provision, make sure
you read this document first. Please check visibility materials yourself, for spelling and grammar mistakes, proper
emblem, logo and disclaimer usage, etc. before you send it to the Civic Space team.

o
V Upload the communication material to the Grow Civic MIS ‘Communication material Approval’ module
(please check “Grow Civic MIS Usage Video” for more details).

a. Grow Civic MIS Communication Material Approval Module Link:
b. Grow Civic MIS Usage Video Link:

Once you receive the approval from Civic Space, you can share/print/present the communication material.

a. Make sure to provide Grow Civic Team with 10 samples of any printed and digital copy of
thecommunication material.

b. The support owner(s) has the copyright for the produced materials, while Civic Space has the
distribution rights of all the materials in any platform.

6. Removal of the Visibility

As mentioned above, the outputs you will produce during your Grow Civic supported action should be in line
with the Grow Civic visibility requirements and be approved. However, even after the completion of your actions
supported under the Programme, there are several rules that you are expected to abide by, as presented below:

®/ If you are planning to use the outputs exactly the same as produced with the support of the EU, then the EU
and Grow Civic visibility should remain the same and you need to inform the Civic Space team prior to using
them.

0/ On the other hand, if you are planning to use the document/visuals in another context and/or for other
purposes or if you are producing new visuals/document that are related to the one produced with the Grow
Civic support, then you should not include the EU emblem and the Grow Civic logo but still refer to the
support by adding the following sentence to the relevant material:

“ An earlier version of this publication/brochure/social media page/website/video/film/ )‘
action (<date 1 - date 2>) was produced with the support of the Grow Civic Programme
funded by the European Union.?

w Also, about the visibility placement on the social media page, It is worth to mention that once the action is
over, the support owner can delete the created page/account/channel by the end of 3 months. As mentioned
above, this visibility placement will only be applicable to the pages/accounts/channels created by the support
owner for the action that is being supported by the Grow Civic program.

4
Please pick the relevant type of material produced and add start and end dates of your action supported by the Grow Civic Programme.
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Budget Item / Explanation

Land/Sea/Rail Tickets
Passport

Visa

Travel Insurance
Test/Clearance

Event Participation
Membership

Social Media Tools
Phone Credit

Fuel costs

/

Request Owner Civic Space Team

Name Last Name Name Last Name

Date Date

Signature Signature

N




Per Diem
Claim
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PARTICIPANTS LIST

Request Number:

Request Name:

Location/Venue:
Date:

Activity Name:

PARTICIPANTS

4 Name

N i e
NO Last Name Organisation E-MAIL Phone Signature

N

*Signature is not required for online meetings.
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PROCUREMENT CONTRACT

1. PARTIES

This Contract is made by and between
CONTRACTING AUTHORITY

B&S EUROPE

And

SUPPLIER

For the needs of

REQUEST OWNER .
2. DESCRIPTION OF SERVICES/GOODS

Supplier will provide below goods and services to the Request Owner

at the best quantity and in full;

3. INVOICING AND VAT EXEMPTION

Draft invoice will be sent to the Request Owner and after her/his written
approval Supplier will contact the Contracting Authority for VAT Exemption
Certificate. Upon receipt of the certificate SUPPLIER will issue the INVOICE




and submit it to the Contracting Authority’s Office at:

Civic Space Address:

4. PRICE

Sales price is exempt from VAT and ................ EUR.

5. DELIVERY DATE

Services/goods will be delivered latest on .........ccccoueennee....

6. PAYMENT

Payment shall be made latest in 15 days after the receipt of a proper
invoice.

-
SELLER B&S EUROPE

Signature: Signature:

Name:

Address:

VAT No:

N

This contract is composed of 6 articles and signed on ..................

Attachment: Proposal




Exemption
Certificate
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B AND S EUROPE

FATURA ADI:
FATURA TARIHI:
FATURA TUTARI:
TESLIM EDEN: &9
TESLIM ALAN: g w 3
IMZA: Hame®
KUZEY KIBRIS TURK CUMHURIYETL
MALIYE BAKANLIGI
GELIR VE VERGI DAIRESI MUDURLOGU
Say1  :GVD.0.00-782/19-21/E.4991 19 Nisan 2021
Konu :Business and Strategies in Europe S.A.
(B&S Europe)'nin Katma Deper Vergisi
(KDV) Muafiyeti Hk.

ILGILI MAKAMA

Iigi 21 Aralik 2020 tarihli ve MLB.0.00-1044 sayili yazi.

47/1992 Sayils Katma Defier Vergisi Yasas'mn 1¥inci maddesi Diplomatik istisna ile figili olup, Birlegmig
Milletler Tegkilati veya bagl diplomatik misyonlar ve/veya Avrupa Birligi ve'veya Avrepa Birlifine baglh ve Kuzey
Kibns Thrk Cumhuriyetinde bulunan Diplomatik Misyonlann KKTC'den satin alacaklan mal ve hizmetler KDV'den
itisns tunslmuglardar,

Aynica, 471992 sayili Katma Deger Vergisi Yasasinn 15(1)C) maddesine ghre; Yabanci devletlerin veya
Uluslararasi anlagmalar gerefince vergi muafiyeti taninan kuruluglann, fnansman yurt digindan sadlanmak koguluyl
ihale entikleri ve hak edig bedeli yurt dipinda ihale eden tarafindan Sdenen projelerde ihaleyi alanlara yapilan teslim ve
hizmetler de KDV'den istisnadur. {laveten yararlanic: tarafindan % 50 veya daha az oranda ek finansman saglanan
projeler igin 47/92 sayih Katma Deger Vergisi Yasasi'nin 28 (1) alunda dozenlenmiy olan Oranlar Tikziglnln Cetvel |
(A) mal teslimlerinin 4. Maddesine giire yapilan teslimerde (hizmet harig) de %0 KDV oruni uygulanacakis.

Saliy nedeniyle dizenlenceck Fatura Gzerinde KDV orami ve mikiari agikes yanlseak fakst tahsil
edilmeyecektir. Faturada ghsterilen satiy tutan ve KDV miktan, ilgili sy beyannamesinde, hem hesaplanan hem de
indirilen KDV balimlerinde ghsterilmek suretiyle sifirlanacaktir.

Bilgi edinilmesi ve iglctmenizden mal veyn hizmet satin alacak olan Business and Strategies in Europe S.A.
(B&S Earope)'den (Proje adh: Support to civil society crganisations in the Turkish Cypriol community) (Belge No
11044, Belge tarihi: 21/1272020) (Projenin bitly tariki : 2006/2023) KDV taheil edilmemedini rica ederim.

Not: 1. Bu belge akaryakit alimlannda ve motorla arsg ahmiannda kullanilamaz.
1 12/01/2021 taribli wve GVD.0.00-782/15-21/E.482 sawili KDV muafiyet yazis gegersizdir.

a e-imzahdir
e MANAVOGLU
,@buw Dairesi Midirl
(2:: ) 529)
ll{::;-i'-' « ] "'Il“‘ }|J
M

Mol 932007 sayih Elekironik Imza ¥asas non bmasddesi gerefli bu belge ehekironk imea ile imeakanmigie.

Ewrak Dol Kodu - LGORWLUTYPXUYIMBEWENHW Evral Take Auvesi: biposoogmlin -ebys gov oo e
Kizilay Sok_ 4B Yu'mit u% Bilgi bgincSevil YONLUER
Telefion: 228X143 | Ix 21 Fax: 228ET0M [ Z28E151 Kidemh Gelir ve Yergi Memun

vergi gov.cLir
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BASKE ONMAN PRINTING LTD. M5, 2012 TEL: 228 4247

FATURA
058064' Tarih: /f/f/zaz.a
Sayin g QAC.L ...... \S fU(Q&

ROAPAET i o T e G S e e TR e b SR SR e S Y SRR S SRS SR R SRR A VeRaT UV R
Bagh Oldugu V. Dairesi :....ccccccccummmssnisssssnsnsnssssnses Vergl SIcll No: oiinimiiinicmmes
MIKTAR ACIKLAMA BIRIM FiYAT TUTAR
SOO0|Ad %mw 21S €0
ﬂmk u 2 xz ™
KATU Q(Cri 9.5xz1 \
s €f 4g |
A7 il I
ACM 5-XXX /
/
TOPLAM ZZ S €0
iSKONTO —
ARATOPLAM| V7,5 &£, .
KDV %...1%2..... e P A ] =
Yazi ile Vol } GENEL TOPLAM
I : - L)
R I 1 = L

* Déviz olarak diizenlenenfafdralarin tahsilinde 6deme giinkii serbest déviz satis kuru uygulanir.
* 15 gin iginde édenmeyen faturalara yasal en yiiksek kredi faiz orani uygulanir.

y 7 /
FATURAY!I HAZIRLAYAN TESLIM EDEN 7 TESLIM EAN
R (R G | T R isim :.... qf{%




V.A.T. REG. No./ AP. MHTPQOY ®.M.A.:
T.LCJA.®.T.: Currency: EURO

Aicvduvorn / Address:

Tt Tel.
E-mail
Web-site

Fax/Fag

Sales Invoice

YNOAOINO ITIZ / BALANCE AS AT

B&S Europe AP. EFTPA®OY / DOC. REFERENCE  IN10002089
Boulevard de la Woluwe 2 HMEP, ETTPA®OY / DOC. DATE 04/03/2020
VAT BE 0442.745.018 AP. EENIAAZ / PAGE NO. 7

B-1150, Brussels AP, AOTAPIAIMOY /| ACCOUNT CODE 1221142

JOURNAL NO.: 10017672

04/03/2020 12:09:16  210.00

TPOMOZ NAHPQMHE / M.O.P. CREDIT
KOAIKOX AEPIrPA®H nox TIMH | AIANIKH AZIA [ ©NA [ NOZO
|IBARCODE TION. QY| PRIC VAT
COFFEE COFFEE BREAK B - VAT Excl 50 4.00 4.00 400 T99 200.00
STFEEVATEXCL STANDARD FEE SERVICE CATERING - VATExcl 1 10.00 10.00 10.00 T99 10.00

EYNOAO NPOIONTQN / TOTAL ITEMS: 51

EKAOTHE/ISSUER ANAAYZH ONA | VAT ANALYSIS LYNOAA TIMOAOTIOY / INVOICE TOTALS
®nNA AZIA EMNOP. NOIO ¢NA APX. AZIA AZIA ENIMP.
VAT | STOCK VALUE |VAT AMOUNT| ORIG. VALUE GOODS VALUE
T99 210.00
TAPAAHITHE/RECEIVER 21800 20.00
NOZO ©NA / VAT AMOUNT 0.00
OAIKO MO0 / TOTAL AMOUNT 210.00
) B : 0-30 31-60 61-90 91-120 120 +
AvdAuon / Ageing Analysis 210.00
IHMEIQZIEIZ /| NOTES: CateringOffer_22.02.2020 ACM 5-XXX

BOOKING RESERVATIONS Bank Details:
IBAN: SWIFT:

CATERING SERVICES Bank Details:
IBAN: I SWIFT:

Turrwlnke omig/ Printed at:  04/03/2020 12:03:26
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LIST OF SUPPORTING

DOCUMENTS

Budget Item

1. TRAVEL COSTS

Necessary Supporting Document
Before the Activity

Name and travel dates of the individuals

Necessary Supporting
Document after the activity

Boarding Passes of the individuals

Price demand from the agency

Pictures from the country/event attended

1.1 Air Travel £l e Tick
Accordance with the approved budget ectronic Tickets
Pictures of the tickets
Name and accomodation dates of the individuals
Pictures from the country/event attended
1.2 Accomodation | price demand and room reservation with the venue
Accordance with the approved budget Boarding Passes of the individuals (if applicable)
. Boarding Passes of the individuals
Per diem
1.3 / Daily Name and travel dates of the individuals Certifications from the event (if applicable)
: Allowance
Photos from the event
Ticket of the transportation
Travel by P
1.4 road/sea/ Accordance with the approved budget Pictures from the country/event attended
railway A
Filled in reimbursement form
Receipt from the taxi company
1.5 Transportation Accordance with the approved budget Note stating the name of the TAXI
- Taxi customers, location and or activity
(attach or fix on the paper)
Transportation Petrol Reimbursement Form
1.6 - Petrol Accordance with the approved budget
reimbursement Invoice or cash slip showing the
car plate number
Passport Cover Page Scan
1.7 Visa Accordance with the approved budget Visa Page Scan
Visa fee Receipts
Travel Insurance Policy Paper
1.8 Travel Accordance with the approved budget Payment Proof
Insurance
Reimbursement Form
Receipt of the payment
1.9 PCR_{Art\tlcor Accordance with the approved budget
ests

Test results




Budget Item

Necessary Supporting Document
Before the Activity

Necessary Supporting
Document after the activity

2. COSTS FOR ORGANISING OR PARTICIPATING IN EVENTS

Agenda of the activity/event

Participation List

2.1 Venue Mail Exchanges with activity/event venue Pictures from the activity/event
cost
Accordance with the approved budget Activity/event report
Mail exchanges with the catering company Participation List
2.2 Catering Menu to be provided Pictures from the activity/event
Accordance with the approved budget Activity/event report
Cost for .
. e Proposal / budget check Photo/Invoice
3.3 exhibitions posal / budg /
Accordance with the approved budget Ticket of the transportation
24 Event
participation Relevant letters from the event Registration page-document/ reimbursement
form/ payment proof
Accordance with the approved budget Attendance list of the event/activity
2.5 Simult?n(_eous Price demand, availability check and Event Report
Translation official order Photos from the event
Written Accordance with the approved budget
26 T lati Original document and the
: ranslation . Translated document
cost Price demand as per character/page,
availability check and official order
List of the supplies to be purchased Participation List
2.7 Supplies Accordance with the approved budget Pictures from the activity/event
Price demand, availability check Activity/event report
and official order Pictures of the purchased items
Photo of the rented equipment
2.8 Eq;IpTelnt Accordance with the approved budget Relevant Outputs
enta
Attendance list of the event/activity (if applicable
Registration page-documentof
Membership :
29 to networks Accordance with the approved budget Reimbursement form
Payment proof
Association o )
2.10 /Nejcwork Accordance with the approved budget Cash receipts/invoices- reimbursement
establishment forms/ payment proofs
costs
2.11 E?ggﬁ Accordance with the approved budget Reimbursement Form/cash receipt
Childcare Accordance with the approved budget Photos from the event
2.12 p
services Relevant mailings/arrangements

with the childcare

Attendance list of the event/activity

.




Budget Item

Necessary Supporting Document
Before the Activity

Necessary Supporting
Document after the activity

3. COSTS FOR VIDEO PRODUCTION AND POST-PRODUCTION

EUPSO’S approval of the produced video

3.1 5 Vc;deq Accordance with the approved budget Digital copy of the final
roduction Price demand, availability check approved version
and official order
Script of the production for precheck
Budget Item Necessary Supporting Document Necessary Supporting

Before the Activity

Document after the activity

4. DESIGN, PRODUCTION OR PRINTING OF VISIBILITY/COMMUNICATION/

PROMOTIONAL MATERIALS
EU’s official approval of the designs
Desi -
4.1 :;'S%n Accordance with the approved budget Final approved
Price demand, availability check and design
official order
Design options
Printing costs - EU’s official approval of the designs Final approved
4.2 Book/Brochure/ Accordance with the approved budget design
Ieaﬂet/poster/ Price demand, availability check and official order Photo of the received items
report Mail exchanges with the printing company Official delivery receipt
Printing costs - Accordance with the approved budget Photo of the delivered Roll-up/flag
4.3 Roll u /ﬂa Price demand, availability check and official order
p/Tiag Mail exchanges with the printing company Official delivery receipt
: Accordance with the approved budget
4.4 ertte_n PP & Original document and the
: TranSIathon Price demand as per character/page, Translated document
cos availability check and official order
Accordance with the approved budget Final approved version of the website
4.5 Vgeb_SIte Price demand as per character/page, Address of the website
’ esign N -
availability check and official order Contract with the supplier
List of the updates made
46 Website Accordance with the approved budget Final approved version
: update Price demand, availability check and official order of the website
Design options
Domain name & Domain name purchase documents
4.7 Hosting S . Accordance with the approved budget
osting Services Reimbursement Form
Accordance with the approved budget
Advertisement . —_— . Photos /videos of the
4.8 on TV Price demand, availability check and official order advertisement/publication
The dates of the advertisement/publication




Advertisement/ Accordance with the approved budget Screenshots of the advertised/ )
> boosted visual/post
4.9 boosting on Price demand, availability check and official order
social media i i
The dates of the advertisement/publication Reimbursement Form/cash receipt
Accordance with the approved budget
Advertisement - - — Photos of the billboard of
4.10 on billboards Price demand, availability check and official order advertisement/publication
The dates of the advertisement/publication
Ad Accordance with the approved budget
vertisement
4.11 Onnﬁ);ic?i;or Price demand, availability check and official order Sa:\?;'zizz:er::tf:v}: (:)iﬁ;)h?de
The dates of the advertisement/publication
The purchase Printout showing purchase/membership
4.12 |and membership Accordance with the approved budget
of digital tools Reimbursement Form
The design and Names of the social media addresses
4.13 mana_gemen.t Accordance with the approved budget
: of social media
tools List of the produced contents
StUdies":esearCh' Survey questionnaire, Survey, research,
4.14 eya];xatnon ?nd Proposal / budget check evaluation report, other outputs/ Invoice
similar services
4.15 Copyright Proposal / budget check Copy of the art/science piece /Invoice
4.16 D|st£|b|t.|t|on Budget check Distribution List /Invoice
0osts
\ y,
Budget Item Necessary Supporting Document Necessary Supporting

Before the Activity

5. POOL OF EXPERTS SUPPORT

5.1

ACM
Non-Key
Experts

ToR/MoU with the expert

CV of the expert

Document after the activity

Timeseet of the Expert

Approval of the Outputs by the
beneficiery

Fact checking of the TS

Outputs of the Expert
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GROW CIVIC TENTATIVE LIST OF PROVIDERS

The Civic Space team, following a tendering process, has compiled a pool of service
providers and suppliers for you below.

Grow Civic purchasing principle seeks the “best value for money” and prioritizes working
with suppliers respectful of human rights, labour rights, animal rights, and the
environment.

In case the service/supply you need is not available in the list of providers, you can
follow the special procedure explained in page 20 of the Grow Civic implementation
guideline.



1.1. Travel and transportation expenses
CONTACT DETAILS

\/ Pioppo Tourism (Flight Ticket)
Location: Nicosia, northern part of Cyprus
Tel: 0090 392 229 27 05

E-mail: mustafa.cerkezler@pioppotour.com

\/ Sun Rent a Car (Car Rental)

Location: Nicosia, northern part of Cyprus
Tel: 0090 392 227 23 03
E-mail: altan@sunrentacar.com

\/ Itimat Otobiis ve Nakliyat STI. LTD. (Bus Rental)

Location: Nicosia - Famagusta, northern part of Cyprus
Tel: 0090 533 851 06 67
E-Mail: sertanozal@gmail.com

—/
O O

2.1. Rental fees for venues

CONTACT DETAILS

W Home for Cooperation - Meeting Room
Location: Buffer Zone, Nicosia, Republic of Cyprus
Tel: 00357 22 44 57 40 / +90 548 834 5740

E-Mail: admin@home4cooperation.info

W Merit Hotel (Net A.S.) - Conference Room
Location: Nicosia, northern part of Cyprus

Tel: 0090 392 600 55 00

E-Mail: savas.celep@merithotels.com

b




\ Kibris Tiirk Ticaret Odasi /

Turkish Cypriot Chamber of Commerce - Meeting Room
Location: Nicosia, northern part of Cyprus

Tel: 0090 392 228 3760

E-Mail: zeliskaya@ktto.net

W Environmental Society of Lefka - Meeting Room
Location: Lefka, northern part of Cyprus

Tel: 0090 533 862 3925

E-Mail: ahizlicyprus@gmail.com

W Argonya Catering - Conference Room
Location: Lefka, northern part of Cyprus

Tel: 0090542 863 17 60

E-Mail: argonya.ltd@gmail.com

\¥ Magusa Surigi Dernegi/Famagusta Walled
City Association - Meeting Room

Location: Famagusta, northern part of Cyprus

Tel: 0090 533 876 31 18

E-Mail: serdaratai@yahoo.com

\¥ Osman Aga Kiltiir Evi - Conference Room
Location: Trikomo, northern part of Cyprus

Tel: 0090 542 855 72 80

E-Mail: eminesutcu@gmail.com

2.2. Catering costs
CONTACT DETAILS

\ Home Café

Location: Buffer Zone, Nicosia, Republic of Cyprus
Tel: 00357 22 44 57 40 / 0090 548 834 5740
E-Mail: cafe@home4cooperation.info




\/ Canteen

Location: Nicosia, northern part of Cyprus
Tel: 0090 533 877 35 98

E-Mail: enercagil@gmail.com

\/ Gron Vegan Kitchen

Location: Nicosia, northern part of Cyprus
Tel: 0090 533 862 50 69

E-Mail: gron.veganlife@gmail.com

0,

v Net Holding A.S. (Merit)

Location: Nicosia, northern part of Cyprus

Tel: 0090 392 600 55 00 / 0090 533 875 30 68/
E-Mail: savas.celep@merithotels.com

W Sefler Catering

Location: Nicosia, northern part of Cyprus
Tel: 0090 533 881 11 88

E-Mail: dilek@seflerpastanesi.com

W Osman Aga Kiiltiir Evi

Location: Trikomo, northern part of Cyprus
Tel: 0090 542 855 72 80

E-Mail: eminesutcu@gmail.com

W Argonya

Location: Lefka, northern part of Cyprus
Tel: 0090 542 863 17 60

E-Mail: argonya.ltd@gmail.com




2.5. Translation and interpretation services
CONTACT DETAILS

W CCI Ltd. (ENG-TR / TR-ENG)

Location: Nicosia, northern part of Cyprus
Tel: 0090 542 889 94 40
E-Mail: ccicyprus@gmail.com

W Cyprus Translation Services (ENG-TR / TR-ENG)

Location: Nicosia, northern part of Cyprus
Tel: 0900 533 869 09 72
E-mail: cim@europe.com / fatma_tuna@yahoo.com

W Cacoon&Maya Agency (ENG-TR / TR-ENG)

Location: Nicosia, northern part of Cyprus
Tel: 0090 533 876 90 60
E-Mail: serife.akman@gmail.com

\/ Irina Christodoulou Pipis (GR-ENG / ENG-GR)

Location: Nicosia, Republic of Cyprus
Tel: 00357 22 51 04 72
E-Mail: irinapipis@spidernet.com.cy

W Yiola Klitou (GR-ENG / ENG-GR) ﬁA

Location: Nicosia, Republic of Cyprus

Tel: 00357 99437963 /\
Mail: yiolaklitou@cytanet.com.cy /

2.7. Stationary costs and other material costs (including
artistic-related costs) related to event

CONTACT DETAILS

W Saydam Berberoglu ve Kardesi Ltd.

0
Location: Nicosia, northern part of Cyprus o =L
Tel: 0090 542 858 03 02 3
E-Mail: s_salihs@hotmail.com $ 3
o




2.8. Equipment and furniture rentals (rental cost cannot exceed
the 1/3 of the purchasing value of the relevant equipment/
furniture)

CONTACT DETAILS

W Major Music Centre Ltd.

Location: Nicosia, northern part of Cyprus
Tel: 0090 392 227 92 13
E-mail: info@majorgorup.net

W Denge Ltd.

Location: Nicosia, northern part of Cyprus
Tel: 0090 533 846 98 21 o .
E-mail: gulcanyalinca@dengecons.org n?f . ;:7

3.1. Film, documentary, video shooting (e.g., montage,
formatting, editing, mounting), radio programs, podcasts

CONTACT DETAILS

W Strawberry Height Films
Location: Nicosia, Republic of Cyprus
Tel: 00357 99 76 40 73

Mail: contact@shfilms.net

W Major Music Centre Ltd.

Location: Nicosia, northern part of Cyprus
Tel: 0090 392 227 92 13
E-mail: info@majorgorup.net

W Cacoon&Maya Agency

Location: Nicosia, northern part of Cyprus
Tel: 0090 533 876 90 60

E-Mail: serife.akman@gmail.com




3.1 Photography
CONTACT DETAILS

W Sosyaliz Digital

Location: Nicosia, northern part of Cyprus
Tel: 0090 542 888 65 75

E-mail: info@sosyalizdigital.com

W Foto Goksel

Location: Nicosia, northern part of Cyprus
Tel: 0090 542 850 02 02
E-mail: info@fotogoksel.com

\/ Cacoon&Maya Agency

Location: Nicosia, northern part of Cyprus
Tel: 0090 533 876 90 60

E-Mail: serife.akman@gmail.com

¥ Sim TV

Location: Nicosia, northern part of Cyprus
Tel: 0090 392 225 7991

E-Mail: reklam@simradyo.com

4.1. Design costs

CONTACT DETAILS

W Cypdes Factory Advertising Ltd.
Location: Famagusta, northern part of Cyprus
Tel: 0090 392 366 99 19 / 0090 542 852 11 06
E-mail: selmacypdes@gmail.com

W Mizu Design Studio

Location: Kyrenia, northern part of Cyprus
Tel: 0090 392 815 95 22 / 0090 533 841 33 97
E-mail: info@mizudesign.net




W Sosyaliz Digital

Location: Nicosia, northern part of Cyprus
Tel: Tel: 0090 542 888 65 75

E-mail: info@sosyalizdigital.com

W Cacoon&Maya Agency

Location: Nicosia, northern part of Cyprus
Tel: 0090 533 876 90 60

E-Mail: serife.akman@gmail.com

I 3

4.2. Printing costs

CONTACT DETAILS

W Okman Printing Ltd.

Location: Nicosia, northern part of Cyprus
Tel: 0090 392 225 42 47

E-Mail: okmanprinting@gmail.com

W ErReklam Ltd.

Location: Nicosia, northern part of Cyprus
Tel: 0090 392 225 26 23

E-Mail: deniz@erreklam.net

WKibrista Promosyon

Location: Nicosia, northern part of Cyprus
Tel: 0090 548 886 93 46

E-Mail: info@kibristapromosyon.com

\Sapo Printing Ltd.

Location: Nicosia, Republic of Cyprus
Tel: 00357 22 48 83 00

E-Mail: sapo@globalsoftmail.com




4.5. Advertisement costs

CONTACT DETAILS

W YeniDiizen Gazetesi

Location: Nicosia, northern part of Cyprus
Tel: 0090 392 225 66 58/9

Mail: web@yeniduzen.com

W BRTK

Location: Nicosia, northern part of Cyprus
Tel: 0090 392 22 54914

E-Mail: brtkreklamlar@gmail.com /

4.6. Website costs (e.g., database, design, hosting)

CONTACT DETAILS

W Leank Business Solutions
Location: Nicosia, northern part of Cyprus
Tel: 0090 533 874 55 55

E-Mail: turkan@leank.co

W Cacoon&Maya Agency

Location: Nicosia, northern part of Cyprus
Tel: 0090 533 876 90 60

E-Mail: serife.akman@gmail.com

W Sosyaliz Digital

Location: Nicosia, northern part of Cyprus
Tel: 0090 542 888 65 75

E-mail: info@sosyalizdigital.com




4.8. Design and management of digital and social media tools

CONTACT DETAILS

W Sosyaliz Digital

Location: Nicosia, northern part of Cyprus
Tel: 0090 542 888 65 75

E-mail: info@sosyalizdigital.com

W Social Mania

Location: Nicosia, northern part of Cyprus
Tel: 0090 533 850 02 27
E-mail: batu@batuazizoglu.com

W Cacoon&Maya Agency

Location: Nicosia, northern part of Cyprus
Tel: 0090 533 876 90 60

E-Mail: serife.akman@gmail.com
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Step-by-Step Grow Civic Experts’
Mobilisation Process

Following the approval of the Grow Civic request for support, when and if you need
an expert for supporting your action, the following steps will be followed:

1. You must draft a Terms of Reference (See Annex 16 of the Implementation Guideline) and
submit it to the team by e-mail or through the MIS. The ToR to be submitted should include

at least the following information: the Grow Civic code of your supported action, the aim and
scope of the mission, the name of the activity or activities that the expertise is required for, the
required thematic and capacity qualifications for the expert, the time, duration and place of
mission and the outputs/deliverables foreseen.

2. The Civic Space team will review the ToR, check your request for support form to see if there
are any discrepancies. If needed, the team will make revisions and/or corrections on the ToR
and/or contact you for clarifications.

3. The Civic Space will either approve or reject your request by notifying you via e-mail or the
MIS. If your expert’s support request is approved, you will be provided with the names and CVs
of experts with relevant qualifications.

4. You will be expected to review the CVs provided to you, if needed you will make interviews
with them, and inform the Civic Space team with the name expert you would like to get
support from.

5. If the Pool of Experts does not include any expert with the required qualifications, the Civic
Space team will ask you to provide the name and the CV (in the required format) of the expert
you would like to work for. The CV template will be provided to you by the team.

6. Civic Space team will present this CV and the Terms of Reference (ToR) of the mission, to the
approval of the EU Programme Manager.




7. Following the selection (step 5 above) or approval (step 6 above) of the expert, Civic Space will
make a contract with the relevant expert and inform you that you can start the expert’s mission.

8. You will be responsible for overseeing that the expert is providing the services and outputs/
deliverables foreseen in the ToR. If any problems occur during the mission with the expert, you
must immediately notify the Civic Space team by e-mail or through the MIS.

9. You will be responsible to check the monthly timesheet(s), the outputs produced, and the
mission or final reports provided by the expert, to ensure the information and the number of
days provided are accurate. If you see any discrepancies, you must immediately notify the Civic
Space team by e-mail or through the MIS.

10. The timesheets and reports are all subject to approval of the Civic Space, and the EU
Programme Manager. The outputs are subject to approval of the Civic Space.

11. The payment will be made directly to the expert by the Civic Space team or by B&S Europe,
against approved timesheets, outputs and reports, and an invoice issued by the expert directly to
B&S Europe (Civic Space Project consortium leader).



Terms of
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TERMS OF REFERENCES

Grow Civic Support Number and Name of Acon

Name of this assignment:

1. Aim and scope of the assighment
Describe the context, the aim and the tasks to be undertaken in order to achieve the aim. Describe

the aims and objectives of your action in summary and also add the aims and objectives of the
specific assignment in which the expert will be working on.

2. Deliverables/ results:
Make a list of and describe the final deliverables (products) that the expert is requested to provide

(e.g., a brief desk-top study on legal framework around gender equality in the northern part of
Cyprus).

3. Locaon of assighmen t

List the places where the expert needs to work. Also add if the expert will be required to work home-
based or in an office/venue being physically available)

4. Indicav e ming and e xperts’ days for the assignment

Explain and the number of days the expert should spend on the tasks accompanied by a timeline.
Also add if the expert will be required to work on bank holidays or weekends.

5. Qualic aons and specice xperience of the expert

e Education (e.g., University degree on x issue)

o Skills

e Thematic Experience (e.g., x years of experience on gender equality)

e Capacity building experience (e.g., x years of experience on meeting facilitation or on advocacy or
on legal framework)

6. Supervision of the NKEs

Name the person in your organisation the expert will be accountable to.



Timesheet of
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Company/Expert name:
Contact Number:
Project Title:

ACM Action Number:
Expert Position:

Ve
TIMESHEET of FEES/PERDIEMS
Period:
oy | Dyofihe | Publlc | PUIC | perdiems | comrole | JFceof [ Bescitionol |
1 Monday
2 Tuesday
3 Wednesday
4 Thursday
5 Friday
6 Saturday
7 Sunday
8 Monday
9 Tuesday
10 Wednesday
11 Thursday
12 Friday
13 Saturday
14 Sunday
15 Monday
16 Tuesday
17 Wednesday
18 Thursday
19 Friday
20 Saturday
21 Sunday
22 Monday
23 Tuesday
24 Wednesday
25 Thursday
26 Friday
27 Saturday
28 Sunday
29 Monday
30 Tuesday
\_ TOTAL
XX/XX/XXXX, XX/XX/XXXX, XX/XX/XXXX,

Key Expert 1 Team Leader EU Programme Manager
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GROW CIVIC FINAL REPORT

Action Reference
Number

Name of Contact
Person

Address

Primary E-mail

Secondary E-mail

Phone Number

Mobile Phone
Number

Mobile Phone
Number

Name of CSO (if
relevant)

Name of Partner(s)
(if relevant)

1. Please provide brief information about activities conducted with the Grow
Civic Support (i.e. name, place, participants, date and any other important information
about the activity). Please refer to your Annex 1 (Action Plan). You are more than welcome to
add photos, participant lists, or any other form of supporting documentation to this report.




2. Please provide information about the outcomes/results achieved by the
Action implemented with Grow Civic support? Please refer and compare the
outcomes/results achieved with those that were foreseen in your request form.

3. Which target groups directly or indirectly benefited from the Action? (e.g.
any beneficiary group, duty-bearers, institutions, organizations, individuals).
Please refer to the target groups mentioned in your request form and add
others if not initially foreseen and quantify as much as possible.

4. In which ways did Grow Civic support contribute to your action, your
capacity or your field of work?



5. Please explain if and how the action contributed to any of the targets
mentioned on the following targets. Please refer to the targets selected in your
request form and explain how the action contributed to them. You can also select other
targets if the Action contributed to any additional targets that you have not foreseen in your
request form.

Please Check If

Relevant Explanation

Targets

Increase accountability and
visibility of CSOs including
measures to support enabling
environment

Human Rights and Democracy
promotion including citizens’
involvement in policy dialogue,
design and monitoring

Expansion of citizen
networks and/or support
to voluntarism

Reconciliation, dialogue, closer
relationship and trust between
Turkish Cypriot and Greek
Cypriot communities

Involvement of / Support to
disadvantaged groups and/or
people from rural areas

Civil society-public sector and/
or civil society-private sector
cooperation and dialogue

Mutual learning, co-learning
and experience sharing

.




6. Provide a list of any visibility and/or printed materials/documents
developed and created in your action. Please also provide one copy of these
materials/documents to Civic Space as annexes. Any material/document printed should be
presented in hard-copy format and others as soft-copy format.

7. Did you experience any problems or challenges at any stage of Grow Civic

support? (i.e. prior to making request, during request and eligibility check, implementation).
If yes, please briefly explain.

8. What are your recommendations to improve the Grow Civic In-Kind Support
Programme?




9. Can you share a story, a message, a quotation, or any other piece of
experience from the action, which in your opinion symbolizes its aims and its
spirit? (Please note the information you provide under this question might be used by Civic
Space to communicate and disseminate the results of your action supported by Grow Civic)

10. Any other issue you would like to share with us.
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