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This grant implementation guide aims to help Legacy Landscapes Fund (LLF) grantees better understand the terms 
that apply throughout grant implementation. In addition to the signed agreement, its objective is to ensure a 
standard approach for each grant, adherence to policies, and compliance with donor requirements. This guide will 
point you to crucial tasks and reporting requirements and provides more detailed explanations and guidance on 
obligations in your grant agreement with LLF. 

This guide is a living document that will be revised when necessary to provide grantees with up-to-date, effective 
guidance and offer best practices. Grantees are invited to provide feedback on the appropriateness and usability 
of the guide itself as well as other LLF policies, procedures, and forms. The latest reporting templates and guidance 
documents mentioned in this guide are available on our website. Should you have any questions, please do not 
hesitate to contact your LLF program coordinator. 

https://legacylandscapes.org/
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List of Abbreviations 

DoU Declaration of Undertaking 

E&S Environmental and social 

ESAP Environmental and Social Action Plan 

ESDD Environmental and Social Due Diligence 

ESMS Environmental and Social Management System 

KPI(s) Key performance indicator(s) 

LL(s) Legacy Landscape(s) 

LLF Legacy Landscapes Fund 

NGO(s) Non-governmental organization(s) 

SI Serious incident 

TOR Terms of reference 
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1 Grant implementation phase 

A legacy landscape grant can be divided into three main phases: (1) the grant preparation phase, (2) the grant 
implementation phase, and (3) the grant closure phase. The grant preparation phase is the phase during which 
the full proposal is developed, an Environmental and Social Due Diligence (ESDD) study is conducted, an 
Environmental and Social Action Plan (ESAP) is established, and the grant agreement is signed. For information 
about the grant preparation phase, please refer to our Grant Program Guide. This Grant Implementation Guide 
covers phase two of the grant life cycle and summarizes the associated tasks and responsibilities. 

Grantees may begin implementing the grant after the grant start date, as defined in the grant agreement. Within 
LLF, a designated staff member will coordinate management of the grant and will be the main point of contact for 
grantees. The first year of grant implementation can be considered an inception phase, during which grantees 
should prioritize the following tasks: 

• Ensure compliance with LLF’s procurement policy, including through the non-objection of sub-contract 
templates by LLF, if grantees choose to use their own contract templates, as per the procurement policy 
(chapter 4 and annex 6). Please note that grantees must actively seek out and obtain non-objection from 
LLF before the first use of each template type. 

• Establish any baseline data or targets that are still missing and update the program’s Key Performance 
Indicator (KPI) table where necessary. It is crucial to collect any missing baselines within the first year of 
grant implementation. 

• Develop and/or further advance environmental and social (E&S) safeguards tools (see chapter 7 and 
annex 1) as part of implementation of the ESAP. Grantees are required to complete the provided ESAP 
monitoring template quarterly for Environmental and Social Management System (ESMS) reporting 
during the first two years of the grant or until all ESAP items have been implemented. 

The implementation phase is marked by implementation of the activities defined in the grantee’s full proposal. It 
is split into five-year “milestone periods”, the expiration of which is always marked by a milestone report produced 
by the grantee. At the end of each milestone period, the grant agreement may be revised, modified, or even 
terminated (in the event of a breach of obligations), depending on the results of the independent external review 
(see provisions in the grant agreement and chapter 7.2). 

The annual disbursement of yearly grant funds will occur once financial information about the previous budget 
year’s spending and the next year’s budget has been approved by LLF, and a funding advance request has been 
issued (see chapter 3.1).  

2 Sound financial management 

Grantees are required to have strong financial management and internal control systems. This includes adequate 
provisions for financial planning and budgeting, internal control, and accounting, as well as funds, cash flow, and 
asset management. 

2.1 Financial management 

Bank account 

Open a separate bank account for LLF funds or set up a subaccount, or a separate and internally tracked and 
traceable bookkeeping entry in the financial management system. This ensures transparency regarding financial 
transactions and efficient financial reviews. Transfer of grant funds from a grantee’s account should require the 
signatures of at least two authorized representatives from the grantee organization. 

https://legacylandscapes.org/wp-content/uploads/2025/04/2025-Grant-Program-Guide.pdf
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Currencies 

As much as possible, keep all grant funds in USD in the country where the grantee as an institution is located, to 
avoid losses from currency depreciation and to always allow retransfer. Depending on the provisions in the 
respective grant agreements, grant funds may also be kept in the country in which the grant is implemented, if a 
USD account is maintained in that country. To minimize currency exchange risks, transfers of grant funds from 
USD to local currency accounts are permitted only on a requirement basis (i.e., based on planned spending) a 
maximum of three months in advance. 

Receipts and documentation 
 
Keep receipts and relevant documentation (e.g., for procurement) for seven years and make them available upon 
request (e.g., for regular audits, milestone reviews, and completion reviews). Further guidance on procurement 
recordkeeping (including templates for the direct award memo, price quotation record, and limited competitive 
bidding record) is provided in the procurement policy (see annex 6). 
 
Donation certificate and charity status 
 
In line with German tax law, at the end of each calendar year, all grantees must provide a signed donation 
certificate (digital and physical copy) detailing the funds received from LLF within that year. Please use the 
template in annex 7. Before the first disbursement and at LLF’s request annually thereafter, the grantee must also 
provide LLF with appropriate evidence of its charitable and tax-exempt status. 
 
Fraud, corruption, and abusive practices 

Grant funds must not be spent in a way that is or gives the appearance of a conflict of interest, fraud, or corruption. 
If a grantee is found to have engaged in fraud or corruption in implementing the grant: (1) LLF may suspend or 
refuse disbursements, terminate the agreement, and bar the grantee from future work with LLF, and (2) the 
grantee will have to reimburse LLF for the amount with respect to which fraud or corruption has occurred as well 
as any damages incurred by LLF as a result (see grant agreement). 

Transparency 

LLF encourages its grantees to publish all relevant information related to the disbursement of grant funds to 
consortium partners and subgrantees according to the International Aid Transparency Initiative (IATI) standard. As 
much as possible, this information should be published within six months of the transfer of funds to the consortium 
partner or subgrantee. 
 
Intellectual property 

Any intellectual property created fully or partly with LLF grant funds should be managed to be as accessible and 
widely usable as possible, especially for non-commercial purposes. Wherever appropriate, materials produced 
with grant funds should be shared in the public domain. Rights to any intellectual property created remains with 
the grantee but it is expected that LLF and its donors will be granted a non-exclusive, royalty-free, worldwide 
license to use for non-commercial purposes. 

2.2 Expenses and income 

Eligible expenses 
 
LLF only funds costs and measures that are in line with the eligibility criteria outlined in the cost eligibility and 
budget allocation guidance (see annex 5).  
 

https://iatistandard.org/en/
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Tax liabilities and tax refunds 

Try to avoid or minimize tax liabilities on the purchase of goods and services, or on the importation, manufacture, 
procurement, or supply thereof. If eligible, grantees are expected to apply for refunds on paid taxes. All tax refunds 
received from contracts obtained with LLF funds should only be used for program purposes. 

Please provide appropriate evidence of your charitable and tax-exempt status and immediately notify LLF if your 
charitable or tax-exempt status is revoked. 

Customs and import duties 
 
LLF grant funds should not be used to cover costs for customs and import duties. However, if you can reasonably 
demonstrate that no other funding source is available, customs and import duties for goods and services may 
exceptionally be paid for by LLF funds. Please note that in such an event, import and customs duties as well as 
refunds received must be included in the annual financial report.  

 
Income generated from grant funds 

Any income generated from grant funds, such as interest earnings, must be used for the purpose of the program. 
Income generated during the reporting period and spending or carryover of that income must be included in the 
annual financial report. 
 
Use of grant funds for digital services or products 

If the grantee uses grant funds for any digital tools, platforms, or services, these activities must follow the 
Principles for Digital Development. This includes websites, apps, data systems, or other digital solutions funded by 
the grant. 

2.3 Budget 

For financial planning and reporting, the LLF financial template must be used (see annex 2d).  

The “financial statement (T1)” is where planned versus actual annual expenditures are stated. The financial 
statement should show actually incurred expenditures (on a cash basis) by the grantee, consortium partners, and 
sub-grantees, if applicable. Small sub-grants (see chapter 3) are budgeted and reported as single lump-sum 
expenditures in the “small grant” budget line. The financial statement is used for reporting (see chapter 3) and will 
be audited, along with the “transaction list (T2)”. Along with the submission of each annual financial report, the 
“planned budget (T3)” for the upcoming year should be submitted. The planned budget is non-objected by LLF as 
part of the annual reporting and is a precondition to disbursement of funds. 

The financial template also entails a section for the “total budget (T4)” where all funding available for an LL across 
all donors and income sources (e.g., national government, tourism, etc.) is listed to provide a general overview of 
the landscape’s funding situation and any potential financial gaps. LLF funding is not intended to replace existing 
governmental funding but rather represents additional funding that is critical to fill existing financing gaps of the 
program area. 

The tables in the financial template entail both budget lines (staff, infrastructure, overhead etc.) and “cost 
centers”. Cost centers add a thematic layer to the budget to enable a programmatic analysis, for instance what 
percentage of the budget is spent on law enforcement versus conservation and biodiversity. This differentiation 
may in some circumstances be somewhat arbitrary but should be based on reasonable assumptions and hence 
estimates are sufficient. Financial audits will not review allocation to cost centers, only budget lines. For more 

https://digitalprinciples.org/
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details, please see the instructions in the financial template (annex 2d). 

 
Budget line thresholds 

Unless regulated otherwise in the respective grant agreement, some budget lines have specific thresholds: 
• Contingency is a reserve for unforeseen events, fluctuations in exchange rates, etc. The contingency 

budget line is capped at a maximum of 5% of annual grant funds (excluding any carryover), i.e., USD 
50,000. Under exceptional circumstances, a higher allocation to the contingency budget line may be 
possible with prior approval of LLF. Expenditures covered from the contingency budget line need to be 
briefly explained in the annual financial report. 

• Indirect overheads (previously non-field overheads) are costs necessary to support the overall functioning 
of the grantee’s organization, that have no direct relation to program implementation. Indirect overheads 
are limited to a fixed percentage of 5% of annual grant funds (excluding any carryover), i.e., USD 50,000 
and do not require itemized reporting of individual transactions. You may report them as a single lump-
sum amount in the transaction list. The costs associated with staff who work directly on program 
implementation but who are not necessarily based in the program area (e.g., a communications specialist 
working one day per week in the global headquarters on communications specifically for the site) should 
be included under the staff costs budget line, rather than the indirect overhead budget line.  

 
Please refer to the guidance on cost eligibility and budget allocation (see annex 5) for appropriate budget 
allocations. 
 
Staff costs 

There is no percentage cap on staff costs. However, LLF recommends that not more than 50% of annual grant 
funds are allocated to the staff budget line. Staff costs include any staff member who works directly on the 
program, regardless of their location (field staff, regional headquarters, international offices, etc.).  

All staff costs should be reported together with a payroll table that lists the names, job titles, percentage of full-
time equivalent, and primary work location of each staff member. This information can be added to the budget 
table, added as a new table or tab in the financial template, or be submitted as a separate annex, and should be 
reported on for the upcoming budget year planning and for the previous budget year. 

 
Budget shifts 

• Up to 15% of funds allocated to one budget line may be shifted to another budget line or cost center, if 
the funds shifted to the new budget line or cost center do not increase this line or cost center by more 
than 50% (see scenario 1). Please also be aware of the maximum thresholds for indirect overheads and 
contingency budget lines (see section above). 

• For any envisaged budget shift exceeding the limits outlined above, and for any other changes to the 
agreed upon budget, LLF’s prior written approval must be obtained (see scenario 2 and 3 below). 

 



 

9 
 

 
Unspent funds carryover 

At the end of a given funding year, any unspent funds up to USD 250,000 may be carried over and added to the 
next year’s budget. Unspent funds above USD 250,000 will be deducted from the next year’s transfer of funds and 
grantees will not be able to recuperate these funds. Under exceptional circumstances, approval for a carry-over 
exceeding USD 250,000 may be requested by the grantee. For perpetual grants, unspent funds above USD 250,000 
will be reallocated across the combined perpetual grant reserve. For sustaining grants, unspent funds at the end 
of the final year of grant implementation will have to be reimbursed to LLF. 
 

• Example 1: Grantee A spends USD 800,000 out of the USD 1 million grant funds allocated for year X during 
that year. Grantee A is allowed to carry over the unspent USD 200,000 from year X into year X+1, provided 
that it accounts for this carryover in its proposed budget for year X+1 in the Annual Report. LLF will transfer 
the yearly USD 1 million after receipt of the Funding Advance Request. Grantee A then has a budget of 
USD 1,200,000 for year X+1. 

 
• Example 2: Grantee B spends USD 700,000 out of the USD 1 million grant funds allocated for year X during 

that year. Grantee B is only allowed to carry over up to USD 250,000 from year X into year X+1. The 
remaining USD 50,000 that were unspent from year X will be deducted from the next disbursement by LLF. 
LLF therefore transfers only USD 950,000 to Grantee B for year X+1, after receipt of the Funding Advance 
Request. Grantee B has a budget of USD 1,250,000 for year X+1 (including the carryover from the previous 
year) and Grantee B will not be able to recover the deducted funds. 
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3 Sub-grants & sub-contracts 

Grant funds can only be distributed to a third-party organization or person when the third-party organization is a 
consortium partner, a sub-grantee, or a sub-contractor contracted by the grantee or sub-grantee to take over a 
certain task within the program (see table below for specific characteristics and requirements of these parties). 
Nevertheless, the grantee remains responsible vis-à-vis LLF for the performance and compliance of any consortium 
partner, sub-grantee, or sub-contractor. 

No entity or person listed on the list(s) of persons, groups, or entities subject to financial sanctions by the United 
Nations, the European Union, Germany, France, the United Kingdom, or the World Bank may be awarded any 
contract or sub-grant under the grant agreement. Links to these sanction lists are provided in the footnote for 
information purposes only and for the grantee’s convenience.1 

Sub-grants of less than USD 40,000 per year and organization are defined as “small sub-grants” and are treated 
slightly differently than sub-grants exceeding USD 40,000. Unlike sub-grantees, recipients of small sub-grants will 
not be audited. Therefore, it is necessary for the grantee to provide LLF with a manual, policy, or standard 
procedure showcasing the grantee’s capacity to diligently monitor the small sub-grant and proving minimum 
standards of financial and quality control. 
 
Please be aware that ultimately, the grantee is responsible for: 

• Ensuring that all activities by small sub-grant recipients are consistent with LLF’s ESMS and adhere to the 
LLF exclusion list (see ESMS, annex 1 of this guide). 

• Oversight of the utilization of funds (e.g., eligibility of expenses, fraud and corruption policy, procurement 
rules) internally and in its reporting to LLF. 

• Ensuring that a recipient of a small sub-grant may only procure goods or services for a maximum amount 
of USD 7,500 with the maximum cost per item limited to USD 5,000. 

Therefore, the above provisions should be included in the ToR for the recipient of small sub-grants. These ToR will 
also be audited. 
 

 

 
1 Germany’s Sanctions List and list of embargos; France’s National Registry of Frozen Assets; European Union consolidated list 
of persons, groups, and entities subject to European Union financial sanctions; United Nations Security Council consolidated 
list of sanctions; UK’s HM Treasury’s Office of Financial Sanctions Implementation – Financial sanctions: consolidated list of 
targets; UK Home Office – Proscribed terrorist groups or organizations; World Bank Listing of Ineligible Firms & Individuals. 

https://www.finanz-sanktionsliste.de/fisalis/
https://www.bafa.de/SharedDocs/Downloads/DE/Aussenwirtschaft/afk_embargo_uebersicht_laenderbezogene_embargos.html
https://gels-avoirs.dgtresor.gouv.fr/
https://data.europa.eu/data/datasets/consolidated-list-of-persons-groups-and-entities-subject-to-eu-financial-sanctions?locale=en
https://data.europa.eu/data/datasets/consolidated-list-of-persons-groups-and-entities-subject-to-eu-financial-sanctions?locale=en
https://www.un.org/securitycouncil/content/un-sc-consolidated-list
https://www.un.org/securitycouncil/content/un-sc-consolidated-list
https://www.gov.uk/government/publications/financial-sanctions-consolidated-list-of-targets/consolidated-list-of-targets
https://www.gov.uk/government/publications/financial-sanctions-consolidated-list-of-targets/consolidated-list-of-targets
https://www.gov.uk/government/publications/proscribed-terror-groups-or-organisations--2
https://www.worldbank.org/en/projects-operations/procurement/debarred-firms
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Third party Typical characteristics Selection and approval process Rules and requirements 

Consortium 
partner 

A non-profit organization, who closely 
collaborates with the grantee in the 
implementation of the program and 
carries out a significant and clearly 
defined portion of it. Its specific role, 
responsibility, and budget are 
identified. 

Identified by the grantee in the full 
proposal and pre-approved by LLF. 

• Must enter into a consortium agreement with the lead implementing 
organization (grantee). 

• Consortium partner(s) must comply with the terms of the grant 
agreement between LLF and the grantee and are subject to reviews and 
monitoring by LLF or its representatives. 

• Before any disbursement of funds to a consortium partner, a 
declaration of undertaking and a certificate of acknowledgement must 
be duly completed and signed and returned to LLF. 

Sub-
grantee 

A non-profit organization, who carries 
out clearly defined measures within 
the program with a specifically 
defined role, responsibility, and 
budget; responsible for decision 
making and financial management 
within the defined scope of work. 

• LLF procurement rules do not apply 
when selecting sub-grantees. 

• Pre-approval by LLF during the full 
proposal development OR prior 
written approval by LLF during the 
grant implementation 

• A signed declaration of undertaking needs to be provided to LLF before 
disbursing any funds to a sub-grantee. 

• A signed certificate of acknowledgement needs to be provided to LLF 
before disbursing any funds to a sub-grantee. 

• Within the sub-grant, the sub-grantee may procure goods and services. 
LLF procurement rules apply.  

Recipient 
of small 
sub-grant 
(< USD 
40k/year) 

A non-profit organization, for 
instance but not limited to, a 
community or grassroots 
organization, who carries out clearly 
defined measures within the program 
with a specifically defined role, 
responsibility, and budget; 
responsible for decision making and 
financial management within the 
defined scope of work. 
 

• Procurement rules do not apply 
when selecting recipients of a small 
sub-grant. 

• Pre-approval by LLF during the full 
proposal development OR prior 
written approval by LLF during the 
grant implementation 

Before awarding a small sub-grant, the following must be presented to LLF 
for approval: 
• A manual, policy, or standard operating procedure demonstrating that 

the grantee has processes for the selection, due diligence, and financial 
and technical monitoring etc. of sub-grantees.  

• A budget for the small sub-grant; either submitted in the respective 
budget line as part of the annual budget planning section within the 
financial report OR requested during the year for LLF’s no-objection. 

• An internal documentation on the grant award (no need to share with 
LLF) is crucial for auditing processes and should include (a) ToR or 
equivalent describing the activities financed by the small sub-grant, (b) 
an internal memo (1-pager) describing why the small sub-grant 
recipient is qualified to implement the respective activities.  

• A signed declaration of undertaking needs to be provided to LLF before 
disbursing any funds to a recipient of small sub-grants. 
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During program implementation: 
• A recipient of a small sub-grant must only procure goods/services up to 

USD 7,500 (max. USD 5,000/item).  
• Small sub-grants shall be treated as a single lump-sum expenditure in 

the grantee’s financial planning and reporting and will also be reviewed 
as such by auditors. Grantee’s documentation on the small sub-grant 
(TOR, internal memo, signed DoU, etc.) will however be reviewed and 
audited. 

Sub-
contractor 

A service provider or vendor 
contracted to deliver a specific service 
or good. They typically provide similar 
services to many different clients and 
can provide the goods or service 
without substantial technical 
involvement of the grantee. 

• Pre-approval by LLF during the full 
proposal development; in this case, 
the grantee can award the services 
directly for a maximum contract 
duration of five years. 

• OR procured following a process 
described in annex 6 during grant 
implementation 

• A signed declaration of undertaking needs to be provided to LLF before 
disbursing any funds to a sub-contractor. 
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Consortium-based grant implementation 

An LLF grant can be implemented by a consortium of different NGOs and/or locally based actors (“consortium 
partners”) provided that one NGO acts as the lead implementing partner (contracting party to LLF). 
 
The lead implementing partner is responsible for submitting reports and deliverables, acting as the intermediary for 
all contact with LLF, ensuring adherence to all contractual obligations, and effective coordination of the other 
consortium partners’ respective contributions to the program. The other consortium partners (non-lead 
implementing partners) must contribute to grant implementation, in accordance with the roles defined in the full 
proposal and respective grant agreement, and grant administration (e.g., narrative reporting, financial reporting, etc.) 
in such a way that the lead implementing partner can comply with all reporting requirements.  
 
Grantees should refer to their respective internal consortium agreement and LLF grant agreement for further 
guidance on the roles and responsibilities of each of the consortium members. 
 

4 Procurement  

LLF procurement rules (see annex of your grant agreement) apply to all procurement using LLF grant funds, 
including procurement involving mixed funds that are from both LLF and match funding. 
 
Procurement plan 
 
Grantees must prepare a procurement plan for all procurement expected to be financed from the grant on a rolling 
five-year basis, and as the information becomes available. Updates to the procurement plan are submitted to LLF 
yearly as part of the annual report (see chapter 5.1 below). If specific vendors or service providers cannot be 
identified ahead of time, grantees should at least include envisaged tender procedures and thresholds for different 
types and values of contracts, as far as possible. 
 
Non-objection of tender documents and sub-contract templates 

According to the LLF procurement policy, before the first tender, grantees need to inform LLF of the type of tender 
and sub-contract templates to be used for each type of procurement.  

Grantees have two options when it comes to subcontracting to third parties: 

1. Use LLF’s standard contract templates for consulting services, purchases of goods, or civil works. These will 
be provided by LLF upon request. 

2. Use their organization’s own standard contract templates for these different contract types. In this case, 
the standard templates must be non-objected by LLF before any sub-contracts are signed (see below). 

If the grantee chooses to use their own templates (option 2), they must obtain LLF’s non-objection by completing 
the relevant form provided in annex 6, for each type of contract: consulting, purchase of goods, and civil works 
(construction). LLF staff will conduct a review of the content and conformity of the grantee contract template and, 
depending on the outcome, provide non-objection. 

The grantee and sub-grantees are always required to document their award decisions in excess of USD 5,000 and 
its rationale and keep this documentation for review and audit by LLF or external auditors, as needed. Details can 
be found in the procurement policy (see annex of your grant agreement) and sample formats for direct award, 
price quotation, and limited competitive bidding (annex 6). 

Please note that procurements for standard goods and standard non-consulting services of less than EUR 200,000 
(i.e., procurements eligible for price quotation) are not subject to the requirement to use an LLF template or no-



 

14 
 

objected form (see annex 6). Any other exemptions to the above are stipulated in the procurement rules in the 
annex of your grant agreement. 

For procurements that require national or international competitive bidding, LLF will provide standard tender 
documents upon request. 

Use and management of grant-funded assets 

Grantees must keep accurate records of all assets purchased with grant funds and ensure that these assets are 
used only for the purposes of the program. Any significant use outside the program requires LLF’s prior written 
approval. 

5 Reporting 

In the grant agreement, grantees and LLF have agreed upon a funding period of 12 months for budgeting and 
reporting purposes. During the first two years, grantees are required to submit written interim and annual 
reports2. This allows LLF to: 

• Monitor grantee’s progress in achieving key performance indicators. 
• Report to its donors against its own reporting requirements and logical framework. 
• Identify and share good practices and lessons learned. 

Reporting to LLF is done in the following ways: 

 

In addition to the reporting requirements listed above, a Funding Advance Request must be submitted, usually 
together with the annual report, to request the transfer of grant funds for the upcoming budget year (see chapter 
3 and annex 3). 

5.1 Progress reports 

Annual report 

The annual report is due 60 days after the end of the 12-month funding period (see glossary p. 20). After having 
submitted the annual report and satisfactorily clarifying questions by LLF, LLF will no-object the annual report 
documents and disburse the tranche for the next funding year. 

 
2 Starting in year three, the interim report will be replaced by an interim update call. 
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The documents to complete as part of the annual report are: 

• Progress report (annex 2a): key accomplishments and impacts, major changes, governance and 
management, ESMS implementation, critical issues and developments, any major changes in 
relationships with governmental organizations and civil society, communication or media coverage, and 
success stories.  

• Log frame and KPI table (annex 2c): please refer to the Excel table agreed upon with LLF during full 
proposal development that contains your log frame and KPIs. 

• Financial report (annex 2d): expenses from the previous funding year, financial planning for the next 
funding year, transaction list, and procurement lists ((i) subcontracts above USD 5,000 financed from 
grant funds and (ii) the five-year procurement plan). 

More detailed guidance can be found in the individual reporting templates (progress, financial, log frame and KPI 
table). 

Interim report 

The interim report is due 30 days after the first six months of the 12-month funding period (see glossary p. 20). It 
consists of: 
 

• Progress report (annex 2b): key accomplishments and impacts, major changes, governance and 
management, ESMS implementation, and critical issues and developments 

• Financial report (annex 2d): planned and actual spending for the first six months of the funding year 
 
Further guidance on the interim report can be found in the respective reporting templates (see annexes 2). 

Starting in year three of program implementation, the interim report will be substituted by an interim update call. 
After the first six months of the funding year, LLF will invite the grantee to participate in a call (max. 120 minutes) 
in which the grantee will give an oral update (approx. 15 minutes) on program progress, finances (burn rate, 
over/under spending), LL governance, new developments in the political and social context, and E&S risks and 
impacts. This initial update will be followed by a question-and-answer session as well as mutual discussions. The 
grantee shall ensure that staff with the following capacities participate in the call: site management, grant 
management, E&S safeguards, and program finances. 

5.2 Ad hoc updates 

Major developments 

Examples of major developments include, but are not limited to, relevant changes in relationships with 
governmental or local authorities, significant new sources of funding, or any changes in the local or national 
political environment that may affect the implementation and achievement of the grant’s objectives. Please inform 
LLF about any such major development via email, including information on: 

• The nature of the development: 1) local or national politics and policies, 2) funding, relationships with 
other actors, 3) changes internal to the protected area, 4) changes internal to the organization (grantee), 
5) other developments 

• A summary of key elements 
• A brief description of foreseen impacts on the implementation and/or the achievement of the grant’s 

objectives 
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Serious incidents 

A Serious Incident (SI) is defined as any unplanned or uncontrolled event with a materially adverse effect on 
workers, community members, or the environment within the program area, or an event that has the potential to 
have material or immaterial adverse effects on the implementation of the program or gives rise to potential 
liabilities or reputational risks that could jeopardize the achievement of the program’s overall objectives. 

Any SI occurring in the program area (see definition on p. 20) must be reported to LLF immediately after the 
incident occurred. LLF should also be informed about any SI that may have occurred beyond the program area if 
the SI could have adverse effects on the successful grant implementation or could give rise to potential liabilities 
or reputational risks. Given the time it may take to prepare a full SI report, grantees are requested to send an email 
to LLF within 48 hours as an initial notification while the complete report is being prepared. A full SI report must 
be submitted to LLF no later than seven workdays after the first notification. If investigations are still ongoing after 
seven workdays, grantees must complete the report with the information available at that time. Grantees must 
provide regular updates until the SI is fully resolved. 

Further guidance on events that qualify as an SI can be found in LLF’s ESMS. The template for SI reports is available 
in annex 4 of this guide. 

6 Disbursement of grant funds 

Once a year, either along with the annual report or earlier, grantees need to submit a Funding Advance Request 
(FAR) requesting the disbursement of funds for the next budget year. Grantees may use the sample format provided 
in annex 3 or may use their own simple invoice format that specifies which legacy landscape site the funds are going 
to and the necessary banking details for the transfer to be made.  

Grantees may choose one of the two timelines below for the submission of the FAR to LLF: 

1. Submit the FAR along with the annual report (no later than 60 days after the end of the funding year). 
Once LLF has non-objected the different elements of the report, including the proposed budget for the 
following year, and questions by LLF have been satisfactorily answered, the grantee must submit a 
Funding Advance Request. LLF will then transfer the requested amount within 15 days. 

 

2. The grantee may request up to one third of the total grant amount for the coming funding year before 
the end of the ongoing funding period, i.e., before submitting the annual report: In this case, the grantee 
must provide LLF with the FAR as well as a) an estimate of spending by each implementing partner for 
the current funding year, b) actual spending through the end of the month prior to the FAR submission 
date, c) estimated spending of the remaining funds for the remainder of the current year, and d) a budget 
for the next funding year broken down by implementing partner. Once LLF has no-objected the 
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submission (within 30 days if no further questions arise), the requested amount will be transferred by LLF 
within 15 days. The estimates will need to be confirmed or modified as part of the annual report. Once 
the annual report has been no-objected by LLF, the grantee may submit a second FAR for the remainder 
of the funds, which will be transferred by LLF within 15 days. 

 

7 Program review 

LL programs need to undergo regular technical and financial reviews, which will be conducted by independent 
experts. 

7.1 Financial review 

Financial reviews (“audits”) will be regularly performed by an external auditor in accordance with the Agreed upon 
Procedures (see annex 6). The financial review will focus on the financial statement (see glossary, p. 20) and the 
respective transaction lists which are an integral part of the financial reporting to LLF. Please also refer to chapter 
2 on sound financial management. 

The grantee takes over the responsibility for the selection and procurement of the auditor but must receive LLF’s 
no-objection of the ToR and the selected audit firm before contracting. Audits are paid for by the grantee, but LLF 
must be designated as an additional beneficiary of the review. LLF recommends that the grantee familiarizes itself 
with the agreed upon procedures and starts the procurement process early enough to avoid any delays. The audit 
should start immediately after finalization of the annual report and be submitted to LLF no later than with the next 
interim report. 

7.2 Milestone reviews 

A review of grant implementation will be carried out at the end of each milestone period (five years) and at 
completion of the grant cycle. These milestone reviews allow LLF to monitor achieved impacts and provide the 
grantee with the opportunity to adjust the program for the next five-year milestone period.  

The milestone review will focus on achieved conservation impacts, ESS-related impacts, new risks and eventual 
gaps, accomplishment of objectives, KPIs, and the funding strategy established in the business plan. The review 
will first and foremost assess the strategic impact of program implementation on the ground. The review will be 
conducted by independent consultants, selected and paid for by LLF. Findings and recommendations will be 
documented in a milestone report. 
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Grantee’s use of the milestone report 

Following the program review, grantees must submit a management response to the milestone report, which 
makes reference to the findings and recommendations of the program review. The management response is due 
within 60 days after receipt of the final milestone report. 

The management response shall be accompanied by updated program documents: a) log frame b) KPI table 
(adapted activities, target values, new indicators, etc.), c) 5-year available funding table, and d) ESAP or risk 
register. Detailed guidance on the use of the milestone report can be found in Annex 8. 

7.3 On-site visits 

LLF staff and donor representatives may visit LLs to learn about the sites and the grantee’s work on the ground. 
The purpose of these visits is to review grant processes and results and check the goods financed out of grant 
funds, as well as any installations, sites, works, records, and documents relevant to activities financed from the 
grant. These visits also offer an opportunity for LLF and grantees to discuss successes and challenges and the 
potential need to refine aspects of the program. If the visit occurs in the early stages of implementation, it will also 
serve to inform and remind the grantee about LLF’s priorities and requirements.  

LLF will send a written notice as early as possible (no later than 30 days) before the planned date of the visit to 
inform them of the intention to visit the site. Site visits will open with an introduction meeting and conclude with 
a debrief meeting. Following the site visit, priority action and follow up items will be jointly agreed upon by all 
parties. 

7 Environmental and social safeguards 

The grantee is required to diligently implement the E&S safeguard measures outlined in the ESAP that arise from 
the ESDD study conducted during full proposal development. 

During grant implementation, the grantee will monitor and report on its E&S performance through: 

• Regular reporting: once every four months for the first two years or until all priority ESAP items have been 
implemented, then every six months as part of the regular reporting cycle. 

• Immediate reporting on serious incidents (see chapter 5.2 and annex 4). 

LLF’s ESMS, including all relevant templates, is available on LLF’s website. 

An LLF institutional Grievance Redress Mechanism (GRM) is accessible to the public, program-affected persons, 
and the workforce engaged in grant implementation, for any complaints and feedback about its operations. LLF’s 
GRM does not replace site-level GRMs, through which program-level complaints and feedback should primarily be 
addressed. 

8 Developing a business plan 

Within the first three years of program implementation, grantees are expected to develop a business plan ― or 
improve an existing one ― aiming to close remaining funding gaps for the LL and address its long-term strategy to 
fund required operational costs (a) beyond the USD 1 million per year and/or (b) beyond the period covered by 
the grant. It is good practice for such a business plan to be based on a needs assessment, which should in turn 
reflect existing multi-year management plans and strategies, and to entail financing strategies for short- (five 
years), mid-, and long-term (15-year) scenarios. A business plan should consider all possible public and private 

https://legacylandscapes.org/esms/
https://legacylandscapes.org/grievance-and-feedback-mechanism
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income sources to decrease or eliminate the financial gap in the legacy landscape (e.g., private donations, public 
grants, tourism income, income from locally produced goods, etc.). Consultants may be hired to support the 
development of a business plan. If further guidance is needed on structure of the business plan, please reach out 
to the LLF program team.  

9 Communications 

Communication is an essential part of LLF programs. Grantees are asked to communicate about their programs 
and put LLF in a position to communicate about them. For this reason, you will be asked to sign an image release 
form at the start of program implementation and to share your organization’s logo for usage on the LLF website. 

9.1 Use of LLF’s Logo 

Grantees should acknowledge LLF’s support by adding the logo of LLF to publications, reports, banners, press 
materials, social media posts, websites, and other products related to the LL or that the grant helps produce. LLF 
will provide the grantee with the LLF logo in different formats and colors. If appropriate, grantees may be asked 
to erect legible signage and banners displaying LLF’s logo and full name in the landscape. For all printed and online 
material, the logos and names of all program funders should appear. 

Please note: Approval must be obtained from LLF before using the LLF name or logo. If approval for a certain type 
of communication product has been given already, no further approvals are needed for future communication 
products of the same type. However, grantees will need to obtain new consent if they would like to use the LLF 
name or logo for any new purpose. 

9.2 Success stories 

Once a year, as part of the annual report, grantees need to report on at least one success story and share photos 
from the landscape. Please provide copyright information, a description of what appears in the photographs, and 
send the highest resolution images available. Grantees should ensure that LLF is given user rights for these success 
story photos. 

9.3 Major events or publications 

If you plan any major event (e.g., launch of the program, side event at relevant international conferences, etc.) or 
if there is any major announcement of a program achievement (e.g., declaration of a new protected area), please 
provide an early notification to ensure that LLF can inform its funders (including the relevant embassies, donor 
offices, etc.) and to assess potential participation or contribution from LLF. 

9.4 Social media 

Early in grant implementation, LLF will ask grantees on whether they consent to LLF sharing and cross sharing their 
social media posts (e.g., reposting on Instagram or our website a post originally posted on Facebook). 

It is appreciated that grantees use communication opportunities to highlight the support of LLF and its funders. 
For example, grantees might want to directly refer to Germany, France, Norway, and the United Kingdom as 
funders of LLF, or tag them on social media (e.g., @legacylandscapesfund on Instagram). 
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Glossary 

Buffer zone (as part of 
the LL Program Area) 

In the context of a legacy landscape, the buffer zone refers to the area beyond the 
protected areas (IUCN I/II or other protection statuses) that are managed to help 
maintain or increase conservation within the protected areas and/or improve 
livelihoods for local or nearby communities. The buffer zone, or parts thereof, may 
be part of the LL Program Area (see figure 1). 

Certificate of 
acknowledgement 

Document to be signed by sub-grantees wherein they acknowledge that specific 
sections of the grant agreement between LLF and the grantee also apply to them. 

Contingency line 
The amount in the budget includes a contingency line that serves as a reserve for 
unforeseen expenses and/or fluctuations in exchange rates, to allow for 
adjustments to the budget during the budget year. 

Declaration of 
Undertaking 

Declaration which underscores the importance of a free, fair, and competitive 
contracting procedure that precludes abusive practices. A DoU template is 
available in the grant agreement annexes. 

Exclusion list 
LLF will not finance any programs or activities that involve elements listed here. 
The exclusion list is a component of LLF’s ESMS.  

External 
subcontractor 

A third party who is contracted by the grantee or a subgrantee to take over tasks 
within the program following a procurement procedure, who was not identified 
and approved by LLF as a pre-approved subcontractor in the full proposal. 

Financial statement 
The financial statement is a table in the budget template (see chapter 3 and annex 
2d), where the planned versus actual annual expenditures are stated. It is used for 
financial reporting and will be audited including the respective transaction list. 

Funding period/year 
A funding period is an agreed upon 12-month period for budgeting and reporting 
purposes. Please refer to your respective grant agreements for more information 
on what dates are applicable for your legacy landscape. 

Grant 

A financial award given by LLF (including match funder) to the grantee to support 
the legacy landscape with USD 1 million per year over the grant period. Sustaining 
grants finance the LLF program with a USD 15 million grant in tranches over 15 
years, while perpetual grants draw on a USD 30 million earmarked reserve in LLF’s 
capital to support the LLF “in perpetuity”.  

Grantee 
An NGO receiving a grant from LLF, based on a detailed full proposal, and thus 
becoming the implementing partner. 

Grant agreement 
A written agreement between LLF and its grantees stipulating the rights and 
obligations of the partners, as well as relevant cooperation mechanisms and 
timelines. The full proposal is part of the grant agreement. 

Grievance redress 
mechanism 

A set of arrangements that enable local communities, employees, and other 
affected stakeholders to raise grievances and seek redress when they perceive 
negative impact arising from institutional or organizational activities. 

Legacy Landscape 
program area 

The LL program area reflects the geographic zone, where LL funds are used to 
implement the program. It thus includes the IUCN Category I/II (or equivalent) 
protected area, the remaining protected area(s) under other protection statuses 
(together referred to as the Legacy Landscape), and may include a defined buffer 
zone and/or any other intervention area (see figure 1 below).  
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Mixed funds Funds from LLF and any other source. 

No-objection 
Written notice by LLF concerning a grantee’s documents and decisions in the 
preparation and execution of a procedure (e.g., procurement). 

Other intervention  
area 

In appropriate cases, a portion of an LLF grant may be used in an area outside the 
buffer zone (see figure 1 below) to address socio-economic needs or significant 
pressures or threats to the LL. The “other intervention area” may change over time. 
Any changes should be communicated to LLF as part of ad-hoc reports. 

Pre-approved 
subcontractor 

A third party approved by LLF within the full proposal and listed in the grant 
agreement, (i) whose tasks within the program and responsibilities are clearly 
defined, (ii) whose costs are outlined in detail and assessed as economically viable 
as part of the program proposal, and (iii) with whom the grantee or a subgrantee 
enters into a contract to perform the defined task. 

Program 

Activities in the LLF Program Area and eligible overhead costs financed by an LLF 
grant (including partner match). The program is designed to foster long-term 
conservation of the LL and sustainability of human activities in the LLF Program 
Area. 

Sanctions list 

A list (see chapter 3 of this guide) of specially designated persons, groups, or 
entities which are subject to Sanctions, as issued by any Sanctioning Body (United 
Nations, European Union, etc.) (e.g., relevant when procuring goods and/or 
services). 

Small sub-grant Sub-grants of less than USD 40,000 per year and organization.  

Subcontract 

A contract between the grantee and a service provider or vendor (e.g., a 
consultant, car dealer, equipment seller, etc.). While for the grantee, this may 
simply be termed ‘contract’ or ‘sales contract’, from LLF’s perspective, it is a 
‘subcontract’, as the main contracting party for LLF is the grantee. 

Subgrantee 

A third party identified by the grantee in the program proposal whose role and 
responsibilities are clearly defined in the program proposal, and whose respective 
costs are outlined in detail in the program proposal and overall budget. 
Subgrantees must comply with all regulations of the grant agreement and are 
subject to audits, monitoring, and evaluations. 

Terms of reference 
A description of the objectives, scope of work, activities, tasks to be performed, 
respective responsibilities of the grantee and contractor, and expected results and 
deliverables of a consulting services contract. 



 

22 
 

Figure 1 – Legacy Landscape Program Area 

 

 



 

23 
 

Annexes 

Annex 1 — Environmental and Social Management System (ESMS)  

Annex 2a ― Progress report (annual)  

Annex 2b – Progress report (interim) 

Annex 2c – Log frame and KPI table (annual) 

Annex 2d – Financial report (annual and interim) 

Annex 3 ― Funding advance request  

Annex 4 ― Serious incident report template 

Annex 5 ― Cost eligibility and budget allocation guidance 

Annex 6 – Procurement policy and templates 

Annex 7 – Donation certificate template 

Annex 8 – Guidance on the use of the Milestone Report 
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