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1. Administrative Funds

IFLA Sections are each entitled to an amount of money called ‘administrative funds’, budgeted
by the IFLA Professional Committee (PC) in order to support the work done by the Sections.
This money can be used for things like the printing and distribution of Newsletters, the
production of a Section’s leaflet, possible expenses during conferences, sponsorship of a one
day registration for a speaker, etc. It is at the discretion of a Section to decide on the use of
the money.

For an overview of the administrative funds that each Section is entitled to for 2010, please
see appendix A. The PC funds stay reserved at IFLA HQ. They can be requested by a
Section’s officer when expenses have been made, by sending an invoice or a payment
request (and receipts when possible) directly to IFLA HQ. The IFLA HQ staff member

responsible for processing these payments is Lidia Putziger (lidia.putziger@ifla.org).

Attention points:
1. IFLA’s financial year is the calendar year (from 1 January to 31 December).

2. Add the bank details as indicated below to each payment request, as we have no
means of keeping this data centrally for possible new requests.

3. Requests are preferably made with a minimum of 50 Euro.

4. To be able to transfer funds, IFLA’s electronic banking system requires the following
data:
Account name:
Address of the account holder:
Account number:
BIC or SWIFT-code:
IBAN:
Bank name:
Address details of bank:

5. Even though the funds are kept at IFLA HQ, Sections may still find it useful to keep
their own administration of the expenditure.

6. Since all invoices and receipts are sent to IFLA HQ upon request of payment, there is
no need for the Sections to report on the administrative expenses at the end of the
financial year.

7. Sections no longer have to open bank accounts to receive the administrative funds;
payment can be made into any account.
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2. Project Funds

2. 1 What can Project Funds be used for?

The following Criteria for approval of IFLA-funded Projects outline what an IFLA-funded
Project is and what is expected of it.

1.

Projects eligible for funding include workshops, seminars, surveys, development of
guidelines and standards, database applications, publications, etc. Section
promotional materials, section newsletters, conference fees or costs of conference
attendance are not eligible for funding. Projects that request funds for travel must
clearly justify the need and the rationale for travel as opposed to conducting work by
email, conference call, or other means.

All projects will be reviewed and approved by the IFLA Professional Committee.
However, they should be endorsed by the Section’s Standing Committee. The Division
Chair should be involved in the discussions prior to the project submission in order to
be able to present the project to the PC and answer related questions.

Projects need to demonstrate their impact on furthering IFLA’s goals and strategic
priorities and therefore must reflect IFLA's Professional Priorities.

. All projects must contain a substantial description (250 words) stating their goals and

objectives, methodology, anticipated beneficiaries and stakeholders, expected
outcomes and contributions to IFLA’s priorities.

Projects must be an integral part of the Division’s or Sections’ strategic plans.
Projects should demonstrate their impact on other IFLA-sponsored initiatives.

Each application for funds should be submitted on a Proposal for New Project form.
(Worksheet C)

. Projects should have clear time limits. They will normally take one year, but must be

complete in a maximum of two years. Funds will only be allocated for one year at a
time. Sections are expected to send towards the end of the year a project report
(appendix B). For two-year projects the PC considers the whole requested amount
(divided in two years) but the approval of the second year depends on a satisfactory
project report received towards the end of the first year. In this report the section must
provide evidence of progress made in the first year and that funds were appropriately
used. Only if this report is satisfactory the PC will approve the funds for the second
year. Under exceptional circumstances the PC may approve a third project year.

In the case of workshops, seminars, conferences, a public report or proceedings are
expected to be published. This can be done in the form of a concise report in the
section's pages on the IFLA website (minimum requirement) or in a more elaborate
form through a publication in one of IFLA's publication series, newsletters, or the IFLA
Journal. Timely information about planning such publications (contents, production
schedule, and promotion) needs to be secured through IFLA Headquarters.
Upon completion, IFLA HQ needs to receive four copies of the publication.
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10. Sections/Divisions should manage their projects in a timely and coordinated manner.
If too many projects are outstanding or ongoing, new projects may not be approved.
Projects require a clear organisational structure with identified personal responsibilities
and contact details.

11.IFLA's Governing Board may propose and commission projects to be completed by
one or more sections, requesting them to do a certain study, execute certain
programmes or undertake certain publications. Funding requests for such projects also
follow this same process and have to be approved by the Professional Committee.

2.2 Requesting Project Funds

Project Funds can be requested by using a Worksheet C-Form, see appendix C, as well as a
description on a separate sheet.

Projects are usually submitted towards the end of the year, so that the Professional
Committee can decide, for approval or not, at the meeting that is held at the beginning of
December. For the exact deadline please check Worksheet C, which is sent out in September
each year.

It might be that there are some unallocated funds left after the December PC meeting. In this
case it is possible for Sections/Divisions to submit proposals to the April meeting of the
Professional Committee; please contact HQ for the actual deadlines in order to submit the
proposals in time.

Projects will be evaluated also according to their fiscal soundness.
2.3 Reporting on Projects

Every Section/Division that has received Project Funds has to submit a report. This is done
towards the end of the year, for approval by the Professional Committee at the meeting that is
held at the beginning of December.

This report should include the following two items:
- Worksheet B — Project Report Form

- Written report on a separate sheet with the following items:

¢ A short description of the status of the project at the time of the report;

¢ Indicate expected date of completion, reasons for delay (if any), and, if the project has
not yet begun, the expected starting date;

o |f the project has been completed, please indicate this clearly;

o If project is expected to result in a publication, please report this as well, including a
promotion plan (the project leaders should work with the IFLA Communications Officers
to develop and implement the promotion plan).

For two-year projects: in order to receive funds for the second year, a report outlining the
achievements of year 1 is essential as well as an overview of what is expected to be completed
in year 2.
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Appendices

Worksheet A — Administrative Funds 2010
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Worksheet C — Project Request Form
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