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IN-HOUSE AGREEMENT OF COOPERATION
BETWEEN [INSERT NAME OF UNIT] UNDER [INSERT NAME OF BRANCH] AND 
[INSERT NAME OF UNIT]UNDER [INSERT NAME OF BRANCH]
1. This In-House Agreement (hereinafter referred to as the “Agreement”) is entered into by and between [insert name of the Unit] under [insert name of the Branch] (hereinafter referred to as “insert acronym of the Branch/Unit”) and [insert name of the Unit] under [insert name of the Branch] (hereinafter referred to as “insert acronym of the Branch/Unit”) and consists of this document, including Annex A (“  Project Document and Implementation Schedule”) and Annex B (“Budget and Payment Schedule”).
2. The parties have agreed to collaborate in implementing the project entitled “[insert name of the Project]” (hereinafter referred to as the “Project”).
3. The Parties further agree to keep each other informed of the relevant activities as well as any changes that occur related to the project under this Agreement, the budget, external partners, and/or activities themselves on regular basis in writing.
4. To undertake different activities that promote the implementation of the Project as described in detail in Annex A, the Parties shall be responsible for:

	[insert name of the Unit] Responsibilities

(a) [insert details];
(b) [insert details];

(c) [insert details]; and

(d) [insert details].


	[insert name of the Unit] Responsibilities
(a) [insert details];

(b) [insert details];

(c) [insert details]; and

(d) [insert details].




5. [insert name of the Unit] shall further provide [insert name of the Unit] with funds up to a maximum amount of US$[insert amount in numbers] (United States Dollars [insert amount in words]), to be made available for the project period [insert duration] over [insert number of installments]. The payment transfer modalities shall be by way of coding block provided by [insert name of the Unit].
6. Upon a written request from the [insert name of the Unit], [insert name of the Unit] shall refund any funds provided in excess of the maximum amount set out above, as well as any non-duly authorized disbursements.
7. [insert name of the Unit] shall submit to [insert name of the Unit], a report every [insert duration in months] which indicates actual budget expenditure, completed-, ongoing-and outstanding activities as well as planned budget expenditure, and a final report within thirty (30) days upon completion of the project. [insert name of the Unit] shall also submit a financial report, on the use of funds provided to be certified by the Management and Operations Division, together with support documentation for expenses incurred.
8. To ensure consistency, the UN-Habitat logo shall be used on all formal communication including invitation letters including any communication thereof and the Parties shall work in close collaboration to ensure the visibility and promotion of UN-Habitat logo throughout the project. Promotion of the activity is the responsibility of [Insert name of the Unit].

9. The parties shall use their best efforts to settle amicably any dispute, controversy or claim arising out of this Agreement or the breach, or termination or invalidity thereof, also through utilizing the Management and Operations Division of UN-Habitat.

10. In case the parties cannot settle amicably any dispute, controversy or claim under paragraph (9) above within thirty (30) days after receipt by one party of the other party’s written request for such amicable settlement such dispute, controversy or claim shall be referred by either party to the Executive Director or the Deputy Executive Director of UN-Habitat in cases where no solutions could be found through the office of the Director of Management and Operations Division, UN-Habitat.

11. This Agreement may be terminated by either party giving the other party a written notice of thirty (30) days prior to its intention to terminate. In the event of termination, the parties will take the appropriate steps to bring activities under this Agreement to a prompt and orderly conclusion.

12. No modification or change in this Agreement shall be valid and enforceable against either party unless provided by an amendment to this Agreement signed by [insert name of the Unit] and the [insert name of the Unit].

13. All correspondence regarding this Agreement hereto should be addressed to respective offices of the Parties.
14.
This Agreement shall enter into force upon signature by the parties being effective from the date of the latest signature, and shall remain valid for a period of [insert duration of the Agreement], unless earlier terminated in accordance with paragraph 11 above.
IN WITNESS WHEREOF the undersigned duly authorized representatives of [insert name of the Unit] and [insert name of the Unit], have signed this Agreement in two original copies at the place (s) and on the date (s) below written. 
	For [insert name of the Unit]
	For [insert name of the Unit]

	[image: image1.wmf]
[Insert Name]
[Insert Title]

Place:

Date: 

	
[Insert Name]

[Insert Title]

Place:

Date: 




ANNEX A
Project Document and Implementation Schedule
The Project Document should not go beyond five A4 pages. Disaggregated information should be provided where applicable on gender, grassroots involvement and pro poor approaches.

ANNEX B
Budget and Payment Schedule
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