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1. [bookmark: _Toc96346354][bookmark: _Toc97028828]Introduction

The purpose of this manual is to define the financial management systems in the European Disability Forum to ensure that the financial statements are conformed to generally accepted accounting principles, assets are safeguarded, guidelines of donors are complied with, and finances are managed with accuracy, efficiency, completeness and transparency.
All staff are expected to comply with these policies and procedures.
This manual is subject to development and review by the Secretariat (Finance Manager) on an annual basis.

2. [bookmark: _Toc96346355][bookmark: _Toc97028829]Background information

The European Disability Forum is processing its financial management and bookkeeping in the secretariat.  It has been put in place by an external accountant and processed by the Finance Manager. The external accountant guarantees compliance with the Belgian law where EDF is registered. 
The financial year corresponds to calendar year, starting on January the 1st and ending on December 31st.
The European Disability Forum uses a cloud-based system named Winbooks to input bookkeeping data. All income and expenditure transactions are allocated to both a nominal ledger code and a grant code (analytical). 
Several policies are in place and can be found in annexes or on the website (see link below):
· Guidelines for expense claims reimbursements (Annex 1)
· Expense claim form (Annex 2)
· Whistle-blower policy
· Code of conduct
· Risk management process (Annex 3)
· Project participation policy (Annex 4) 
· Corporate Sponsorship guidelines
· Procurement policies (Annex 5)
All the legal requirements in Belgian law are reflected in the association’s statutes and by-laws . These documents also describe the roles and responsibilities of the Board, the Executive Committee, and the Finance Committee.

3. [bookmark: _Toc96346356][bookmark: _Toc97028830]Financial planning and budgeting 

The general budget and annual work planning are developed on an annual basis. The workplan is approved at the Annual General Assembly. EDF receives a running cost grant (called operating grant) from the European Commission and given the importance of this EDF aligns its operational and financial management to the financial management standards set by the European Commission. The annual budget is elaborated according to work plan and is also approved at the Annual General Assembly. It includes four different sections : staff costs (representing 75 % of the overall budget), travel and subsistence costs (for all meetings and conferences organised by EDF for its members), services costs (related to all services needed for the various foreseen activities, including costs of publications, communication, website development, interpretation and translation costs, etc.) and other administrative costs (all costs related to office premises, office supplies, technical support, etc.)
In the line with EDF strategic priorities, international development policy, sustainability plan and following advice of the Executive Committee, specific work plans and budgets are created to participate to specific projects and to secure other sources of funding, such as foundations and sponsorships.

4. [bookmark: _Toc96346357][bookmark: _Toc97028831]Controlling and managing costs 

After approval of work plans and budgets by the governing bodies, expenses incurred are controlled:
· By the Finance Manager who checks the validity of supporting documents (invoices, reports) as well as the matching between costs and budgets
· By the Director who checks the validity of invoices and approves payments
· By the external accountant who approves invoices input in the bookkeeping
· By the external auditor who controls expenses annually in relation to the Budget, our contractual obligations and international approved accounting principles
· By the internal auditors who control the association’s general financial management on an annual basis
· The Treasurer and the Finance Committee who examines the accounts and financial management of EDF
· The governing bodies (Executive Committee, Board and Annual General Assembly) who approve the accounts.
The Finance Manager and the external accountant prepares quarterly reports on costs incurred and income received. They also prepare financial projections for the following year. These reports are presented to governing bodies so that they could follow the state of play of expenses and income.

5. [bookmark: _Toc96346358][bookmark: _Toc97028832]Raising income

The association’s income comes principally from grants, foundations, sponsorship and membership fees.
Membership fees are set up and approved by the Annual General Assembly. Invoices are sent to members once a year. Payments are registered within the bookkeeping. Unpaid fees are examined by the Finance Committee who present the situation to the Executive Committee. Rules applied to non-paying members are consigned in the statutes of the association.
Grants are sought by the Secretariat mandated by the governing bodies.
The main donor is the European Commission who finances around 60 % of the association’s work plan. The European Commission publishes calls for proposals on an annual basis in the framework of multiannual programmes. The total amount sought by the European Disability Forum in 2024 is around 1.5 million. 
The main European Commission grants is subject to co-financing. This co-financing is obtained through membership fees and financial contribution to specific activities within the agreed work programme (conferences, seminars, publications, etc.).
Some extra activities are granted by other European Commission programmes on the basis of the various calls for proposals published by all European Commission services.
The association is also developing a strategy in order to attract more funding coming from Foundations or other institutional bodies.
In view of gaining a more stable financial situation, the association also has a number of relationships with corporate sponsors who co-finance specific activities in line with our Corporate Sponsorship Guidelines. 

6. [bookmark: _Toc96346359][bookmark: _Toc97028833]Auditing 
a. [bookmark: _Toc96346360][bookmark: _Toc97028834]External Audits 

The accounts and bookkeeping are being verified by an external auditor hired with the approval of the Annual General Assembly. 
The auditor performs the audit in accordance with the audit standard for SMEs. This standard requires to plan and perform the audit to assure that the financial statements do not contain any significant abnormalities. The auditor insures to respect all the ethical requirements that are applicable on the contractual audit of financial statements in Belgium, including those with regard to the independence as provided by the said standard. 

The audit involves the implementation of procedures such as provided in the audit standard for SMEs to collect various evidence regarding the amounts and information supplied in the financial statements. 

The choice of the implemented procedures, including a limited risk assessment that the financial statements contain significant abnormalities, is based on the professional judgement of the auditor. When performing this risk assessment, the auditor defines appropriate audit procedures depending on the circumstances and not with the purpose to express an opinion on the efficiency of the entity’s internal audit. 

b. [bookmark: _Toc96346361][bookmark: _Toc97028835]Internal Control 

Every year, the Annual General Assembly designate two persons that represents the membership to monitor and verify the association’s financial and management structures and systems.
They are free to organise this internal control as they wish. Generally, they set up an interview with the Finance Manager and the Director and review financial documents and procedures. A report is then drafted and presented to the Annual General Assembly. 

7. [bookmark: _Toc96346362][bookmark: _Toc97028836]Expenditure processing

All payments are made by bank transfers and occasionally by credit card.
No cash or cheques are in use in the association.
The association has two credit cards in place. Its use is limited to payments that are not possible to be done by bank transfer (bank transfers remaining the safest and most manageable paying system). One card is for the Director and the other one for the Finance Manager. All purchases that need to be done by a staff member needs to be approved by the Director or Finance Manager who operate the payment process and collect payments receipts.
Staff may claim expenses related to purchases made for the office. Those claims are paid by bank transfers.
Members and staff may claim travel and subsistence expenses when travelling for work. Procedures are described in the guidelines attached in annex 1.
In order to commit and maintain positive business relations with its suppliers the association seeks to ensure payment within any contractually agreed terms or before late payment charges may apply. Outside specific agreement terms and where late payment charges do not apply invoices are paid with 30 days. Deadline negotiations may apply in certain cases.
All invoices and expense claims are processed by the Finance Manager and approved by the Director. They both check: the format of the invoice, the amount is correct and within budget, the grant (analytical bookkeeping code), the work is performed and goods delivered, payment (bank) information is accurate and complete.

8. [bookmark: _Toc96346363][bookmark: _Toc97028837]Procurement policy

Procurement is the purchase of works, assets, and services for the organisation.
The objective of the policy is to ensure that:
· The correct goods and services are purchased in terms of quality, specification and price
· The best possible value for money, and level of accessibility for persons with disabilities, is achieved
· The process is safe and eligible (the association endorse the procurement and financial guidelines of the European Commission)
· The process meets programme needs and is put in place on time
· Grant conditions are complied with
· Competition is organised (various price offers are sought at least three proposals are examined for costs above 5000 euro).
· Conflicts of interest are prevented
· Ethical standards are respected
· Legal aspects are valid (contracts are examined)
· Environmental issues are considered.
Specifications for goods to be procured will be set up and quotes will be requested to targeted providers.
The procurement policy can be found in Annex 5.

9. [bookmark: _Toc96346364][bookmark: _Toc97028838]Bank Accounts

The European Disability Forum has two main bank accounts opened at KBC Bank, Rond Point Schuman 4, B-1040 Bruxelles.
The account BE89 4264 1401 6485 (in Euro) is mainly used to receive funding (European Commission Grant, other grants, membership fees, donations, tax or other refund, etc.)
The account BE27 4264 1427 7173 73 (in Euro) is mainly used for paying expenses.
Additional bank accounts can be opened when necessary and specially requested by a specific donor.
The persons involved in bank management and paying system is the association’s President, the Director and the Finance Manager.
All bank accounts are reconciled by the Financial Manager to the accounting system monthly. The reconciliation is reviewed regularly by the external accountant.

10. [bookmark: _Toc96346365][bookmark: _Toc97028839] Petty cash

No petty cash is used in the association.
The association always insist to get an invoice from all providers.
When expenses need to be paid in cash, it is prepaid by the staff member concerned who claim the cost using an expense claim form and attachment of original and scanned documents (cover page including costs with tickets, receipts attached).
Upon specific request from staff a prepayment of expenses might be consented by the Finance Manager and the Director.

11. [bookmark: _Toc96346366][bookmark: _Toc97028840]Fixed assets

All Assets costing more than 1,000 € and with an expected life exceeding one year are capitalised. 
Depreciation is charged annually at the following rate to write off assets over their useful economic life and according to European Commission rules: Computers are depreciated over three years, furniture and other office equipment are depreciated over five years.
An inventory of all assets is described in a depreciation table that is revised annually.
Staff are responsible for any physical assets assigned to them. Staff must report loss or damage of any asset to the Finance Manager or Director as soon as possible.

12. [bookmark: _Toc96346367][bookmark: _Toc97028841]Reserves

Reserves are presented in EDF’s financial statements and reviewed annually as part of the year-end process and following final result of the year.
The reserve aims to ensure that the association covers its legal obligation towards staff and statutory taxes in the case that the organisation would close.
The reserve aims to hold unrestricted reserves amounting to a minimum of three months’ and a maximum of twelve months’ expenditure. This is overseen by the Finance Committee. 

13. [bookmark: _Toc96346368][bookmark: _Toc97028842]Cash flow

Cash flow is monitored by the Finance Manager and Director monthly. A summary level cash flow is reported on a quarterly basis to the Treasurer and on a semestrial basis to the Finance Committee during its meeting. The foreseen payment of expenditure is part of the cash flow report to serve as control mechanism.

14. [bookmark: _Toc96346369][bookmark: _Toc97028843]Foreign exchange

Foreign exchange profit and loss concerns non-European expenditures.
Exchange rates are updated in the accounting system by the external accountant and are based on the Oanda currency converter. A final conversion and revaluation are processed at the end of the year.

15. [bookmark: _Toc96346370][bookmark: _Toc97028844]Insurances

The association has subscribed to various insurance:
· Office insurance: insuring all offices equipment and premises
· Staff insurance: insuring staff injury during working time and on the way to and from the office or during travelling.
· A multi-risks insurance for the association and its members
Contracts and coverage are revised annually. 

16. [bookmark: _Toc96346371][bookmark: _Toc97028845]Staff reward and payroll

The executive committee adopted a new salary scale in 2021. All changes to staff pay or status or working conditions must be approved by the Director, and in line with the Salary Scale. Oversight of staff management is dealt with by the Secretary of the association, who is an elected member of the executive committee.
The European Disability Forum is established in Belgium, but due to exceptional circumstances including those arising during the pandemic, when it was not possible to recruit in Belgium, we also have payrolls in France, UK and Spain. The association being based in Belgium, it is the Belgian payroll office that is preeminent to others, and the Salary Scale is based on Belgian norms.
The Finance Manager, with the help of the Executive Secretary, prepares all the payroll reports on a monthly basis and sends them to the payroll office. The respective payroll offices deal with amounts to be paid to staff, social security income tax and national contributions. The Finance manager also deals with reports related to specific legal advantages such as 13th month, holiday pay, pension scheme, luncheon vouchers and hospitalisation insurance, etc.
Legally salaries must be paid on the 7th day of the following month. But in order to accommodate all staff needs, the Secretariat has taken specific arrangements to be able to pay salaries on the 28th of each month.

17. [bookmark: _Toc96346372][bookmark: _Toc97028846]Timesheet

In order to meet the requests of the various donors, a timesheet system has been put in place to verify time spent in the various project or workplan item. These timesheets are also used to cross-check staff costs by the auditor.


[bookmark: _Toc97028847]Annex 1 Guidelines for expense claims reimbursements

Guidelines on expenses Reimbursement for EDF members and staff

These guidelines have been set up in order to comply with European Commission rules, but also in order to have a good expense management. The less we spend on an event, the more other we can organise! In this spirit of saving money, we encourage members to make their travel arrangements upon receipt of invitation to a meeting.
According to the EDF’s contract, expenses can only be reimbursed under certain specific circumstances, and the Commission have the right to verify that payments are being made in line with their own rules. The following guidelines have been drawn up to assist members of the governing bodies, Committees and advisory groups with the completion of expenses claim forms.
In order to ensure equal opportunities, certain exceptions have been made to the Commission's usual rules.  For example, the use of personal cars and of taxis will be permitted for persons with disabilities.  

[bookmark: _Toc97028848]Time-frame for reimbursement claims

Claims and supporting documents should be submitted no later than 3 months after a meeting has taken place.  Claims sent after this date will not be reimbursed.
Payment of expenses relating to Committee, advisory group and to Governing bodies meeting will take place according to the receipt of European funding from which EDF depends. All efforts will be made to shorten as much as possible the delay of payments. 
Expense claims submitted by individuals not supported by an organization will be considered and reimbursed as soon a possible and within the shortest deadline allowed by the cash flow. 
Members are requested to indicate clearly that they have prepaid expenses individually; they are also invited to contact EDF before the event in order to facilitate flight booking and obtain prepayment. They are also encouraged to try to have their expenses prepaid by their organization.

[bookmark: _Toc97028849]Filling in your claim form

All claims should be made on the EDF claim form (available from the secretariat). All necessary information should be filled in clearly and legibly. 

Where appropriate, air tickets, boarding cards, train tickets and other receipts should be attached to the claim form (there are specific places foreseen in the claim form for each receipt needed.
Please note that no expenses can be reimbursed without the original receipt.   
When an expense claim is submitted by an organisation that needs to retain the original receipts for its own accounting purposes, copies of all supporting documents must be attached to the claim form.  The organisation must supply complete information on where the original documents are kept, and this must be clearly indicated on the signed claim form.  Please note that the terms of our contract with the European Commission require that all financial documents should be kept for 5 years for audit purposes.

TRAVEL
Members are requested to take the cheapest possible form of transport. On a general basis, a maximum of 400 € per flight trip will be reimbursed. So members are requested to make reservation as soon as possible after they have been informed of date and place of a meeting.

[bookmark: _Toc97028850]BY AIR 
Air fares will not be reimbursed unless the original used ticket and the boarding cards are submitted with the claim.
Only economy class fares will be reimbursed.
[bookmark: _Toc97028851]BY RAIL 
As a general rule, the shortest possible route should be taken. 
Where relevant, proof of the costs of reservations, fast train supplements and overnight berths, should be supplied.  The latter may only be claimed if the journey lasts at least 6 hours and takes place between 22.00 and 07.00.
[bookmark: _Toc97028852]USE OF OWN CAR
In general, use of one’s own car can only be authorised under the following circumstances:
· when public transport is not accessible for a person with disabilities;
· when there is no public transport at all, or when there is only public transport for part of the journey;
· when there would be a considerable loss of time by not using one’s own car;
· when there is a large amount of equipment or documentation to be transported;
· When it is not possible to use another means of transport such as the combination of a train and taxi, that would be cheaper than the cost of using one’s own car.

Reimbursement will take the form of an allowance of 0,41 € per kilometres.  Costs relating to motorway charges, parking and ferry crossings may also be reimbursed on presentation of receipts
[bookmark: _Toc97028853]TAXIS
The use of taxis by persons with disabilities has been authorised by the Commission.  In all other cases however, the cost of a taxi is not usually reimbursed unless the taxi is in place of public transport and reduces the time and therefore the cost of the journey.  In line with the equal opportunities policy people with disabilities should indicate this on the claim form.  Please remember that your claim may be processed by a member of staff who does not know your circumstances but who needs to know whether your taxi claim is valid. 
In all other cases, if a receipt is produced, taxis can be reimbursed when the flight or train leaves before 09.00 or returns after 21.00.
HOTEL
When hotel booking is not foreseen by the organisers, members are asked to stay in reasonably-priced hotels.  Reimbursement of a hotel night will not exceed the maximum amount indicated in the table at page 4 (a list of reasonably-priced accessible hotels in Brussels is available from the secretariat.  In case of problems, please contact EDF Secretariat before making a reservation.
According to E.U. funding regulations, telephone costs, rent of videos, mini-bar etc. are ineligible for refund.
MEALS
Reimbursement will not exceed the equivalent of 20 € per lunch and 25 € per dinner.  No claims will be allowed for meals if it is already provided by EDF at a meeting.
REIMBURSEMENT OF PERSONAL ASSISTANTS (PAs)
The EDF will reimburse travel and subsistence costs for someone accompanying a person with a disability who is an official delegate to an EDF meeting.
No other fee or salary will be paid to personal assistants. Travel and subsistence costs related to PAs are submitted to the same rules as for EDF members and delegates to meetings. To facilitate the process of the claim, personal assistants are requested to indicate clearly on the form the name of the person they accompany.

PER DIEM
A per diem will be paid in addition to costs for accommodation as a flat-rate amount and considered to cover breakfast and two main meals, local transport, the cost of telecommunications and all other sundries. Per Diem are to be calculated as follows according to the length of the trip.
Stays less or equal to 6 hours: reimbursement of actual costs (on production of supporting documents);
Stays more than 6 hours up to 12 hours inclusive: 0.5 Per diem
Says more than 12 hours up to 24 hours inclusive: 1 Per diem
Stays more than 24 hours up to 36 hours inclusive: 1.5 Per diem
Stays more than 36 hours up to 48 hours inclusive: 2 Per diem
Stays more than 48 hours up to 60 hours inclusive: 2.5 Per diem
Etc.
Please note that if catering services are provided by the organisers, the per diem paid to participants will be reduced accordingly.
The maximum amounts (in € per calendar day) accepted for each country are set out in the table below:
	Destination
	Per Diem
	Hotel
	Destination
	Per Diem
	Hotel

	Austria
	95
	130
	Luxembourg
	92
	145

	Belgium
	92
	140
	Latvia
	66
	145

	Bulgaria
	58
	169
	Macedonia
	50
	160

	Cyprus
	93
	145
	Malta
	90
	115

	Czech Rep
	75
	155
	Netherlands
	93
	170

	Germany
	93
	115
	Poland
	72
	145

	Denmark
	120
	150
	Portugal
	84
	120

	Estonia
	71
	110
	Romania
	52
	170

	Greece
	82
	140
	Sweden
	97
	160

	Spain
	87
	125
	Slovenia
	70
	110

	Finland
	104
	140
	Slovakia
	80
	125

	France
	95
	150
	Turkey
	55
	165

	Croatia
	60
	120
	United Kingdom
	101
	175

	Hungary
	72
	150
	Iceland
	85
	160

	Ireland
	104
	150
	Lichtenstein
	80
	95

	Italy
	95
	135
	Norway
	80
	140

	Lithuania
	68
	115
	Serbia
	80
	140








[bookmark: _Toc97028854] Annex 2 Expense claim form 
Please, send it back to muriel.davia@edf-feph.org

[bookmark: _Toc97028855]MEETING: 			PLACE:			DATE:



[bookmark: _Toc97028856]PERSONAL DATA AND BANK DETAILS 


	
Name of participant and association: 

Name of beneficiary for the reimbursement:

Address of beneficiary: 

Email address and telephone of beneficiary:

	
IBAN Number: 

BIC: 

Name and address of bank branch: 


[bookmark: _Toc97028857]TRAVEL AND ACCOMMODATION EXPENSES : Please annex your original receipts





	Type of expense
	Euro
(Please convert)
	Remark
	EDF remarks
(for accountancy use only)

	Travel costs (plane, train, use of car - 0.22€/km A/R)
	
	Maximum: 400 € (Please attach invoices and boarding passes)
	

	Meals
	
	Max 20 € for lunches
Max 25 € for dinners
	

	Accommodation (reimbursed only if invoice attached)
	
	Maximum: see table attached
	

	Total

	
	
	






Date: ..…../…...…/…...…	Signature: ……..........……………


1

[bookmark: _Toc97028858]Annex 3 Risks management
[bookmark: _Toc315186273]
[bookmark: _Toc97028859]Introduction 

Twice per year, or more, the executive committee reviews EDFs risks. It discusses and agrees steps to mitigate risks.  
This document is presented in 3 sections - Section 1 is the standing assessment of EDF general risks, which are a continuation of our past assessments.  Section 2 is focused on Risks related to our work in Ukraine and how to mitigate these. Section 3 provides a summary of risks with have been reported to EDF in 2024 and the measures taken to offset these risks. 
Section 1: General risk review

	
	Date
	Risk type
	Likelihood to occur
	Severity of effect
	Ownership
	Measures to take

	1
	2019
	Security of our website against hacking
	Possible - it already happened in the past with our previous website
	Moderate
	Communications Coordinator + team
	EDF upgraded its website domain to a new system to have higher security
Our maintenance services covered:
Monitor the sites and services used by EDF for security alerts on a daily basis and quickly apply any security patches.
Regular backup of website data and files for a period of 30 days.
Updates of the tools in place (CMS, plugins...) for security purposes.
Two technical profiles capable of managing the problems linked to the administration of a website.
A tracing tool to ensure that the potential incidents and their resolution are kept.
Staff training
Use of Multifactor authentication
Purchasing of Vade Secure to scan emails



	2
	2015
	Losing members – decreasing capacity of National Council members and lack of capacity members
	Unlikely in large numbers, but possible for some national councils, however, our reality, membership grows each year.
	Severe - EDF needs to represent all DPOs in Europe and the national DPOs should also be strong progressive human rights organisations  
	Executive and Board 
	Close attention to internal communication, joint events, supporting members initiatives; membership review to identify capacity building needs, detailed attention in specific countries 
In 4-year planning offering more training support and resources to members, capacity building programme for members including on fundraising –
Specific interventions ad hoc to be raised by the Director at the executive committee

	3
	2015
	Get stuck in the EU bubble and lose touch with real concerns of persons with disabilities 
	High 
	Moderate to high
	EDF executive and secretariat 
	Plan activities which engage directly with our members and participate in members events. Ensure EDF communication about the EU is easy to understand and relevant for the everyday lives of persons with disabilities. Recent staff training/exchange on country/member visits.

	4
	2022
	National members not aligned to CRPD (eg question of EDF members supporting institutions, members promoting models of segregated education or sheltered workshops, members with positions that are go against the principle of gender equality, members not being diverse and inclusive)
	Likely due to diversity in the movement and lack of resources for DPOs to build their capacity
	Moderate
	Executive
	Identification of actions and positions in our membership that go against the CRPD; 
Active involvement of the EDF President and executive in resolving CRPD and principle related issues; 
Bilateral meetings with the members concerned to discuss views and explain the reasoning and value behind the CRPD articles; 
More regular training and workshops for the Secretariat and members to clarify the EDF and CRPD position. 
Increased opportunities for exchange , learning and growth within membership


	5
	2015
	Too many activities- risk to lose quality  - ‘mission creep’
	Likely 
	Moderate 
	Executive Director, Deputy Director and Executive
	Careful work planning, regular staff meetings, activity planning with executive
We must also be disciplined about what travel we do, which events we attend and projects we engage with. 

New EDF strategy to recheck our priorities and direction

	6
	2015
	EDF financial situation/ funding decreases 
	Moderate ; however, our income has been growing annually and our sources of funding diversifying.
	High 
	Executive, Director
	Careful management of finances and reporting
Investment in fundraising, sponsorship
Increased focus on resource mobilization and support to members in this field in next 4 year plan. 
Funding and grants officer hired and in post since end of 2021; she focuses on resource mobilization for EDF and members

	7
	2021
	Financial- loss of EU funding 
	Moderate
	High
	Executive Director
	Excellent preparation of 4 year workplan strong monitoring and financial follow-up. Strengthening the financial team and systems (Finance manual update at the finance committee meeting in November). Financial sustainability work.

	8
	2022
	Financial – effects of increased inflation and cost of living/operating the organization
	High
	Moderate
	Executive Director
	Ensure that we can compensate for indexation of salaries under the Operating Grant; lobby the Commission to ease the rules or increase funding according to indexation

	9
	2020
	COVID 19 pandemic and consequences
	Possible re-emergence of pandemic and related restrictions 
	This depends on how the pandemic reemerges as a public health concern affecting the general population, and then also our work, travel etc.
	Executive 
	Continuous monitoring of threat level at the European level, and national level in any country we plan to have an event. 

	10
	2022
	IT and e-mail systems – prone to hacking and spoofing addresses
	High (already happened)
	High – it might lead to untrustworthiness and reputational damage
	Secondary – Communications Coordinator
	Hiring of an external expert to audit and improve the e-mail systems
Regular contacts and complaints to our IT service provider.
Possible implementation of new, more secure systems. 
Training to staff on cyber awareness and security.

	11
	2023
	Public accusations towards the International Disability Alliance have a negative impact on the reputation EDF
	High
	High 
	EDF executive
	



Section 2: Risks related to the war in Ukraine and EDF work
	
	Date
	Risk type
	Likelihood to occur
	Severity of effect
	Ownership
	Measures to take

	1
	12/ 2022
	Prolonged war with less attention and funding over time, reducing EDFs ability to continue is work and support to members 
	Likely
	Moderate on EDF
Severe on DPOs and persons with disabilities in Ukraine 
	External
Within EDF: Programme Coordinator
	Advocacy to the EU and other donors to ensure continued engagement towards people with disabilities in Ukraine, funding mobilization to maintain support, focus on EU accession to ensure long term perspective in support to the disability movement in Ukraine. EDF has now planned to phase out of support to DPOs at the end of 2024 - in 2024 country activities will take place in Ukraine, Moldova, Poland and European Activities run by EDF and Sustento.


	2
	February 2022 onwards
	Safety and security - to monitor the programme in Ukraine and participate in activities travel there would be ideal. Our current travel insurance does not cover it.
	Possible
	Extreme: staff or consultants injury or loss of life
Moderate: mental health impact of staff traveling
Costs of travelling + extra insurances etc
	EDF Executive Director
	Travel to Ukraine is only permitted if considered essential to our programme - and no staff will be obliged to travel to Ukraine. 
EDF staff and consultants have both travelled to Ukraine in 2023 for programme visits, training, and program evaluation without incident. (Although Kiev was attacked by Russia during two visits)
Security training for staff of partners/ and EDF staff was done in October 2022. HEAT training (Hostile Environment Awareness Training)  was done for EDF staff in November 2023. Further safety and security training and HEAT (for the Ukraine program partners is planned to continue in 2024 as part of programme activities.
Security policy was updated for Ukraine 
Insurance is challenging. EDF has purchased travel insurance for travelling to Ukraine, including local Ukrainian insurance - but our full workplace insurance does not cover Ukraine, and this remains something we need to find more comprehensive solutions for. We currently contract specific insurance for each Ukraine trip and have a travel application for internal use to ensure all risks have been considered and mitigated. 

	3
	February 2022 onwards
	Child Protection and safeguarding /EDF is directly funding our members and partners who are providing direct support to adults and children in high risk situations, displaced, migrated and in institutions 
	Possible  
	Extreme to EDF if we fund activities that result in abuse 
	EDF Executive Director 
	Safeguarding policy included in partner contracts, Safeguarding training was given to partners in July 2022, and support is continually offered.
New safeguarding trainings will be provided through German Foreign Ministry funding in 2024. 

	4
	April 2022
	Financial risks – difficulty for our members in implementation of projects, lack of financial capacity for reporting, mismanagement of funding, delays in implementation or reporting– this will all impact EDF relationship with donors 
Corruption levels are high in Ukraine 
	Possible 
	Moderate
	EDF Finance manager and Ukraine team (especially Admin and Finance reporting Officer)
	Use of EDF financial manual including new elements on partnership development
Hiring finance/ administration expert for project, increasing time of accountant, support to members by EDF staff (each country knows who their focal point is), training and project visits (ongoing).
Financial and reporting training for the program members
Training of EDF staff on finance manual and fraud policy was done in 2023; 

	5
	April 2022
	Mental health impact of the project of EDF staff 
	Possible. 
	Moderate 
	EDF Executive Director 
	Regular meetings with Ukraine team, Tuesdays, to monitor workload and prioritise
Ensuring adequate staffing and supervision of staff (according to EDF HR manual)
Training on Stress Management and Well-Being was given to partners and EDF staff in October 2022.
Further psychosocial support can be offered (at least one partner – NAPD – is already running PSS retreats for members.

	6
	Aug 2023
	Staff recruitment challenges and attrition - There is a growing shortage of people in the Ukraine workforce who have experience in humanitarian action and/or disability inclusion. This is being increased because of the severity and longevity of the situation (there are many job opportunities with UN agencies and large humanitarian organisations, and many qualified people are leaving the country).
	Likely
	Moderate
	EDF and partner human resource departments and staff managers
	Practice good management; check staff morale; provide support where needed; offer training and longer term opportunities where possible

	7
	July 2022
	Closing of the Ukraine programme at the end of the funding cycle in December 2024
	Probably 
	Moderate on EDF as an organisation, but significant for staff concerned.
High for DPOs in Ukraine /Moldova and Poland
	EDF Executive Director
	Transparency with partners, members and staff about the timeframes for funding; this was announced already at the October 2022 partners meeting and all progress and plans discussed regularly with partners
Collaboration with funders to look for future options
Training for EDF members and partners in grant-writing; introducing members and partners to potential funders 
Phase out of unfunded parts of the programme 
Manage staff who will leave and redeploy staff to other projects as possible and suitable


	8
	November/December 2023
	Political risk – growing media attention to our demands on accessible infrastructure and implied criticism of the Ukraine government may lead to ill will by the political establishment

	Possible
	Moderate to low
	EDF international Cooperation manager with support of Communications Coordinator
	Ensuring key points are aligned and credible
Regular communications catch-up between press liaison and team
Contact with Ukrainian members

	9
	August 2023
	Financial – Overspending due to the increasing of inflation and salaries indexation as well as due to the occurrence of unforeseen situations that require additional expenses (additional trips, trainings), considering the fact that we are addressing an emergency situation

	Possible
	Moderate
	EDF Finance manager and Ukraine team (especially Admin and Finance reporting Officer)
	Ensuring adequate financial management, Continuous monitoring of the expenses at the EDF level and partners reports

	10
	
	Changing of the target group’s needs - The dynamic nature of emergency situations may lead to rapidly evolving needs among affected target groups and OPD’s. Failure to adapt quickly to changing circumstances may result in an inadequate response that does not address the most critical needs
	Possible
	Moderate
	EDF: Programme Coordinator
	Regular meetings with Ukraine team, Tuesdays, to monitor the needs.
Program partners are submitting monthly summary reports and quarterly detailed narrative reports
EDF contracted in October 2023 a consultant to undertake a series of external evaluations of its work responding to the war in Ukraine. The purpose of these evaluations is to help EDF and its partners learn from the programme so far, identifying strengths and weaknesses, to make informed decisions moving forward and be able to provide the most effective possible response to similar future situations. First evaluation report will be available on January 2024

	11
	December 2023
	Issues with health and well-being of project leadership in Ukraine and staff turnover can hamper project implementation
	Likely
	High
	EDF management team, Empower Ukraine project staff
	Hiring a sufficient number of highly qualified and experienced experts by partner organisations in Ukraine in the project-related areas.  
Ensuring interchange of staff in Ukraine and delegating authority by project leaders to employees to allow them to make project-related decisions.  
Additionally, the project will make use of engaging experts / consultants and consultancy companies to minimise the risk of fall-out (e.g. in the areas of MHPSS, security and safety, communication and safeguarding).  

	12
	December 2023
	EDF inability to make timely money transfers to our partner organisations in Ukraine because of EDF cash flow needs
	Likely
	High
	EDF finance team, EDF management, Empower Ukraine project staff 
	Constant communication between EDF operational team, Empower Ukraine project staff and partners in Ukraine.  Robusting financial management systems, establishing clear financial procedures to ensure transparency, accountability, and compliance with contractual obligations.

	13
	December 2023
	Significant escalation of the active fighting beyond the current areas of hostilities.  
Blackouts due to Russian missile attacks. 
This may impede project implementation and impact the ability to monitor activities through field visits and other means.
	Likely
	Medium
	EDF management, Empower Ukraine project staff
	Risk assessment and mitigation will be addressed through the regular security analysis and consultations with Ukrainian partners and security service providers (e.g. SOS International). 
Acquiring power generators capable of providing local organisations with electricity.



Section 3- Incidents/risks reported 2024
1. Hacking 2024
In February 2024 the EDF secretariat was subjected to a an external digital attack- a hacking. Our e-mail system was infiltrated, the hacker made a false email address, and tried to send a mass mailing from an address called CEO@EDF. Microsoft spotted the suspicious mass mailing, and blocked our account. 
Immediate response: 
It took some days to handle this, which included: 
· Changing all passwords
· Getting our accounts unblocked
· Changing our working methods while the email freeze was on
There were not financial losses to EDF, but time losses. 
Longer term response: 
Our IT support Connectis has given staff training and installed multifactor authentication on our system. We will also purchase extra software to scan mails (Vade Secure) and do more intensive training. 
[bookmark: _Toc96346373][bookmark: _Toc97028861]Annex 4 EDFs Involvement in projects 
[bookmark: _Toc415476623][bookmark: _Toc96346374]
[bookmark: _Toc97028862]Introduction

EDF is involved in a range of projects supporting our general work at the EU level. This document gives a summary. EDF is also often asked to participate in projects. This document gives a proposal for a decision-making process which EDF could use to make decisions regarding involvement in projects.

[bookmark: _Toc415476625][bookmark: _Toc96346375][bookmark: _Toc97028863]Decision making for EDF taking part in projects with partners

The EDF secretariat is often requested to take part in projects with other partners, including EDF members. This is a basic list of questions, and steps EDF could take to decide about project involvement. 
The idea is to put in place benefits according to 4 diverse axes:
	Furthering EDFs mandate
	The partnership aspect 

	Human resource impact 
	Financial analysis



[bookmark: _Toc415476626][bookmark: _Toc96346376][bookmark: _Toc97028864]Furthering EDFs mandate

Analyse the theme of the project. Is the topic going to support EDFs work? Will it bring us closer to implementation of monitoring the CRPD? Will it provide us with evidence to strengthen our advocacy? Will it enable us to build capacity of EDF and members? Is the topic of interest to EDF members? Will the topic strengthen our working relationship with key stakeholders? 
[bookmark: _Toc415476627][bookmark: _Toc96346377][bookmark: _Toc97028865]The Partnership aspect, external partners 

Analyse the organisation/partner: Do we know and work with the consortium/ project partners already? Are they organisations we would like to consolidate our cooperation with? Do the organisations concerned have a strong track record in project management? Do the organisations concerned have a strong track record in collaboration? Are the partners committed to the CRPD and understand the role of DPOs?
In general, partnering in projects where there is a strategic interest for EDF. 
[bookmark: _Toc96346378]The Partnership aspect, projects with EDF members 
Is it worthwhile for EDF to do projects together with our partners? In which circumstances? 
List of situations in which EDF should consider projects in partnership with our own members: 
For issues where EDF needs to strengthen our work, such as Gender equality, and the project offers us an opportunity to reinforce our capacity, work with members and there is a genuine benefit then to EDFs overall work and our membership
Where projects allow for capacity building for more than one member in areas identified as important by the Executive or Board
[bookmark: _Toc415476628][bookmark: _Toc96346379]
[bookmark: _Toc97028866]Financial analysis

Analyse the financial implications: What is the budget? Will EDF’s time be adequately resourced within the project? Are there possibilities of project financing supporting our overall work? Will there be budgets available for sub-contracting activities? Is there co financing required? Will working with this donor diversify our income streams? 
[bookmark: _Toc415476629][bookmark: _Toc96346380]Human resource impact
Analyse the general implications for EDF secretariat: Do we already have the skills in house to manage the project? Will extra staff be needed? Will there be a possibility of bringing in extra staff? Will the staff benefit in the participation to the project in terms of training, interest, advocacy?
A first appraisal of the project could be undertaken by the secretariat and a report should be presented to the President and the Executive Committee.
When a decision is taken regarding EDFs involvement, staff are identified to take the lead and to feedback. 
[bookmark: _Toc96346381]List of criteria for engaging in projects 
Based on this document, this list has been drawn up which should be checked in relation to a new proposed project: 

[bookmark: _Toc96346382][bookmark: _Toc97028867]Decision making process in EDF
[bookmark: _Toc96346383]
Staff in the secretariat analyze project according to the checklist
[bookmark: _Toc96346384]The checklist is presented to the finance officer to review the financial implication, costs and benefits for EDF; the finance Officer makes a recommendation (which may be to go back to the partners to renegotiate the parameters of EDFs, or to directly support the proposal)
[bookmark: _Toc96346385]A proposal is presented to the Director on EDFs involvement
[bookmark: _Toc96346386]The Director discusses firstly with the President
[bookmark: _Toc96346387]On the basis of the discussion with the president, a proposal for involvement is make to the EDF Executive. 
[bookmark: _Toc96346388]The Executive decides and nominates a contact person to accompany the secretariat in the proposal process
[bookmark: _Toc96346389]The Executive contact person keeps the executive informed
[bookmark: _Toc96346390]Once financing for the project is assured, the Executive contact person remains involved, keeping the Executive Committee updated on project progress


[bookmark: _Toc97028868]Annex 5 Procurement Policy

Adopted by the EDF executive committee meeting 2021, September 17th 

[bookmark: _Toc82171714][bookmark: _Toc97028869]Introduction
This document outlines the basic parameters which the European Disability Forum (EDF) applies in procurement. They are defined by EDF’s statutes, the procurement rules applied by our donors and are in line with the Belgian Law. The principles of transparency and accountability, accessibility and professionalism underpin EDF’s approach.  For EDF, procurement is the process of finding and agreeing to terms, and acquiring goods and services from external suppliers. 

[bookmark: _Toc82171715][bookmark: _Toc97028870]Tasks, roles and responsibilities 
[bookmark: _Toc82171716]
Preparation and approval of the annual budget
As outlined in the EDF statutes; the Annual General Assembly, also referred to as AGA, (which meets in May or June every year) approves the budget for the following year. This annual budget is prepared by the secretariat (led by the Finance Manager), with input from the whole team. The budget is approved for presentation to the AGA by the Director. Once the AGA approves the budget, it is then used for the work-planning and financial planning of the following year. 
[bookmark: _Toc82171717]Operational costs of the secretariat (rent, salaries, services such as insurances, publications and the running of governing body meetings)
For the management of the Secretariat, the President or the Treasurer shall give a mandate to the Director to oversee the operational costs of the Secretariat. The Director ensures that all operational costs are in line with the approved budget. 
EDF’s purchasing and procurement are centralised and in line with the EC procurement guidelines presented in Annex 1. EDF purchases services and products which are as accessible as possible to persons with disabilities and therefore simple price offers with level of costs are sometimes not enough to decide. EDF must ensure that accessibility is consider as an award criterion. This means not only price, but price combined with accessibility will define purchasing decisions. Other elements can also be taken into consideration such as environmental or social aspects.
All purchases are agreed by the Finance Manager and Director. Contracts are reviewed in detail by the Finance Manager and then reviewed and signed by the Director. Invoices are reviewed by the Finance Manager and signed for payment approval by the Director. 
If there are any expenses planned of greater than 5.000 euro, which have not been approved in the budget, these need to be approved by the Board. 
For all purchases of over 5.000 euro, competitive price offers will be sought based on 
an open call on the EDF website (such as for an external evaluator or consultant), or;
via a request for quotes from a minimum of 3 suppliers, such as for publications, or hiring of facilities for Board or AGA meetings. 

[bookmark: _Toc97028871]Products and services will be selected according to the following criteria: 

Price 
Quality
Accessibility 
Additional consideration in selection will be given to the following criteria: businesses and enterprises which follow social economy principles, have policies on reducing their environmental impact, are run by persons with disabilities, support initiatives tacking exclusion, discrimination, and violence against women.  

Selection of consultants:
When EDF contracts any external consultants, the following steps are followed: 
Definition of the terms of reference for the consultancy
Clarifying the budget with the Finance Manager- seeking approval when consultant has not been budgeted for 
Post the call for consultants on the EDF website and disseminate (Board mailing, Twitter, LinkedIn, etc.)
Assess and quantitatively score all applications based on criteria derived from the terms of reference; this scoring is documented. The scoring is done in an anonymised way in the case of possible conflicts of interest- such as when an member applies for the consultancy
The decision is taken based on the quality of the application, the financial feasibility and timeframe set for the consultancy 
EDF conducts regular review of prices for services, each 3 years at a minimum, to ensure we are getting the best value for money.  These services include interpretation, translation and administrative support and IT and technical support contracts. 
Agreement on contracts is based on the best price, and provision of accessibility for persons with disabilities; contracts are signed by the Director or the Finance Manager.
EDF manages all purchases via the bank and does not operate petty cash.  Payments for travel and regular subscriptions may be managed with the credit card which is held by the Finance Manager.  Both the Director and Finance Manager have access to the EDF Bank account, whereas the EDF President is the legal representative for the EDF account.  
For our international work, sometimes we welcome guests from outside the EU who do not have EU bank accounts, in which case we can operate with petty cash exceptionally. 
[bookmark: _Toc82171718]
[bookmark: _Toc97028872]Accounting and financial reporting

The secretariat manages EDF accounting with the support of an external accountant and under the supervision of the Treasurer. Every year there is also an external audit and an internal audit.
Accounts are presented to the Board twice per year for approval (at the Spring and Autumn Board meetings). The audited annual accounts are presented to the AGA each year for approval and are published on our website. 
The Executive Committee meets 5 times per year and at each meeting, the Treasurer gives the Executive Committee an update on Finance ensuring a continuous oversight.
Following approval by the AGA, the audited EDF financial report is published on its website. 
The financial year runs from January 1st to December 31st each year. 
[bookmark: _Toc82171719]Continuous improvement financial policies and procedures 
The Finance Committee, which meets twice per year provides oversight to the financial management of EDF and gives input on membership fees, and financial rules. An extract from the statutes describing the finance committee is presented in Annex 2.
[bookmark: _Toc82171720]
[bookmark: _Toc97028873]Sources of Income 

EDF’s income includes membership fees, donations, grants, subsidies and legacies awarded to support either the general aims, or a specific goal, which does not run counter to EDF’s aims and tasks. EDF can also engage in Corporate Sponsorship, following the Corporate Sponsorships Guidelines adopted by the AGA 2018. The AGA has the authority to approve membership fees levels, with advice from the Finance Committee. 

[bookmark: _Toc82171721][bookmark: _Toc97028874]Management of conflict of interests

If EDF members, staff, or elected officials stand to personally benefit from procurement decisions or EDF contracts, they must make this known to the EDF director; if the EDF director stands to benefit from a procurement or EDF contract, they must inform the president and treasurer. 
The EDF Director must ensure that all procedures for procurement are followed at all times. It is positive if DPOs including EDF members are paid fairly for work they do for EDF. It should just be closely monitored to ensure that the correct procurement procedures are followed at all times to ensure good stewardship of EDF financial resources. 
[bookmark: _Annex_1_Endorsement][bookmark: _Toc82171722]
[bookmark: _Toc97028875]Annex 1 Endorsement of EC rules on procurement

These rules arise from Directives 2014/24/EU of the European Parliament and of the Council of 26 February 2014 on public procurement and repealing Directive 2004/18/EC and 2014/25/EU of the European Parliament and of the Council of 26 February 2014 on procurement by entities operating in the water, energy, transport and postal services sectors and repealing Directive 2004/17/EC.
The Financial Regulation of the EU applicable at the European Disability Forum lays down the principles that should govern the conclusion of external contracts necessary to implement the work programme. EDF must award the contract to the tender offering the best value for money, i.e. the best price-quality ratio, or, as appropriate, to the tender offering the lowest price. In doing so, the beneficiary shall take care to avoid any conflict of interests.
In addition, EDF shall ensure that the conditions applicable to itself under the articles of the General Conditions to the Grant Agreement and under its statutes related to liability, conflict of interests, confidentiality, ownership and use of results (including intellectual and industrial property rights), checks, audits and evaluation are also applicable to the contractors. 
The European Disability Forum undertakes the necessary arrangements to ensure that the contractors and related partners waive all rights in respect of all donors. 
EDF organises the award of contracts according to EU Directives on public procurement procedures and in accordance with the applicable Belgian rules on public procurement.
If specific conditions are imposed, these will be indicated in the text of the call document for each specific call and will be considered conditions for the eligibility of costs and will, therefore, be inserted in the contract. At the time of the final payment the respect of the rules may be checked in order to guarantee the eligibility of costs.
[bookmark: _Annex_2_Role][bookmark: _Toc82171723]
[bookmark: _Toc97028876]Annex 2 Role of the Finance Committee (by-laws Article 14)

The role of the Finance Committee includes:
monitoring the financial management of the Association;
making proposals to the Executive Committee on financial issues, including membership fees and guidelines on reimbursement of expenses.
The Finance Committee shall have five members, including the Treasurer, who shall chair the Committee. The four remaining posts will be allocated as follows: (i) two members shall come from the National Councils of Disabled People; (ii) two members shall come from the European Non-Governmental Organisations Full Members. 
Its term of office will be four years and will coincide with the term of office of the Board. The members will be elected by the General Assembly that will have also have elected the new Board. If a person withdraws, for whatever reason, from the Finance Committee, the vacancy will be covered at the next General Assembly meeting.
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