ANNEX A
Administrative tasks for MSF endTB project (output 1 & output 2) at National Center for Tuberculosis and Lung Diseases

1 OUTPUT 1 activities

1.1 FOR NURSES PROVIDING DOT ON EVENINGS OR DAYS OFF TO PATIENTS ON DELAMANID
1.1.1 PAYMENT

7 GEL / day / nurse (Gross) providing DOT on evenings or days off to patients on Delamanid (regardless of the number of patients)

NOTE: Nurses that are already paid by MSF for Imipenem infusions will get payment for Delamanid only for Sundays, regardless if it is the same patient or not.

1.1.2 ADMINISTRATIVE TASKS

1) Regional TB coordinator will identify the nurse(s) who will provide Delamanid to patients.

2) Administrative representative will have to establish individual contracts with each nurse providing DOT on evenings or days off to at least one patient on Delamanid. This contract will be open-ended, and mention clearly that nurses will be paid only for the days where they provide DOT to a patient on Delamanid.  (MSF can provide the template of the contract if needed).

3) Administrative representative will have to identify and collect information for all nurses including bank account details, Identity card and current residential address.

4) Administrative representative will have to establish a payment template to facilitate payment of nurses.

5) At the end of the month, Administrative representative will count, for each nurse, the number of days where she had to provide DOT on evenings or days off, regardless the number of patients. Indeed, the payment is compensating travel costs and hours spent at the facility out of their normal duty, but is not proportional to the number of patients on Delamanid provided with DOT. 

6) This information will be sent to MSF through the following template with the invoice*
	Name of the region
	Name of the facility
	Name of the nurse
	Number of days providing DOT for patients on Dlm


7) The information will be crosschecked by MSF before payment. In case of discrepancies, corrected Excel table will be sent back to MSF administrative Representative.

8) Calculation for the payment will be done by MSF accordingly, at a rate of 7 GEL (Gross) / day / nurse (i.e. 35 GEL for 5 days, 70 GEL for 10 days, 210 GEL for 30 days, etc…)

9) Total monthly sum for the previous month will be transferred to NCTLD bank account within the period of 7 working days of the next month.

10) Administrative representative will prepare all individual payments to the respective nurses through the payment template previously established, after receiving corresponding amount of money from MSF (as calculated in the bullet point 7 above). The Administrative representative will deliver the templates to NCTLP accountant. NCTLP will have to ensure all taxes are paid according to the Georgian law.

1.2 FOR DOCTORS FILLING FORMS ON NON-SERIOUS ADVERSE EVENTS

1.2.1 PAYMENT 

NOTE: All payment amounts mentioned below are Gross amounts. One form per month per patient on new drugs is required, regardless of whether the patient has an AE or not.

Amount will be: 20 GEL / doctor / patient on new TB drugs / month.
For each doctor:
	Number of patients on new TB treatment.
	1
	2
	3
	4
	5
	6
	7

	Payment
	20
	40
	60
	80
	100
	120
	140


1.2.2 ADMINISTRATIVE TASKS

11) Administrative representative will have to establish individual contracts with each doctor taking care of patients on new drugs. This contract will be open-ended, and mention clearly that doctors will be paid only for the non-serious AE monthly reports that are provided in timely manner to MSF medical team. 

12) Administrative representative will have to identify and collect information for all doctors including bank account details, Identity card and current residential address.

13) Administrative representative will have to establish a payment template, to facilitate payment of doctors.
14) Copies of non-SAE initial reports and follow-up reports (when applicable) for each patient will be collected by MSF doctors (with name of reporting doctor and TB facility on the copy), MSF tracks the missing information and provides the final list to MSF research Assistant. 

15) MSF research assistant compiles information in the Excel table according to the template shown below and provides final list for approval to MSF Project Coordinator. 

	Name of the region
	Name of the facility
	Name of the doctor
	Number of non-serious AE forms filled (1 form for 1 patient per month)


16) MSF Project Coordinator will give approved list to MSF Administrative representative to calculate monthly sum.

17) MSF Administrative representative will transfer total amount (gross) for the previous month to NCTLD bank account within the period of 7 working days of the next month and send the final approved Excel table to MSF administrative representative. 

18) Administrative representative will prepare all individual payments to the respective doctors through the payment template previously established after receiving corresponding list and amount of money from MSF. The Administrative representative will deliver the templates to NCTLP accountant. NCTLP will have to ensure all taxes are paid according to the Georgian law.
1.3 TAKING OVER ACTIVITIES AS PER CURRENT AGREEMENT BETWEEN MSF AND NCTLD

1.3.1 PAYMENT

-
225 GeL for 2 nurses working in NCTLD ambulatory point for Imipenem infusions.

-
100 GeL for cleaner to clean MSF room in NCTLD.

NOTE: this agreement also includes paying top-up for those nurses who provide Dlm during Sundays, but this should become a part of section 1 of this document (“FOR NURSES PROVIDING DOT ON EVENINGS OR DAYS OFF TO PATIENTS ON DELAMANID”).

1.3.2 ADMINISTRATIVE TASKS

19) NCTLD to continue to pay 2 nurses and cleaner as per existing agreement with MSF (these staff already employed by NCTLD)

20) Invoice* MSF at the end of each month for the amounts mentioned in the payment part.

1.4 TRANSPORTATION MONEY FOR PATIENTS ATTENDANCE (IN ADDITION TO THE GF TRANSPORT SUPPORT)

1.4.1 PAYMENT

21) Amount of money for each patient will be calculated individually by MSF, according to the number of trips and distance from home to ambulatory points.

22) The amount paid to the NCTLD for each patient will be the gross amount. The Administrative representative will need to calculate the net amount to be paid to each patient and the amount in tax to be paid on behalf of each patient.

1.4.2 ADMINISTRATIVE TASKS

23) MSF will provide information to Administrative representative about required payment for each patient as per the table below:

	ID NO.
	Patient Name
	Location/ Distance (km)
	Type of Transport
	GF support (GEL)
	Missing days
	MSF Support / day
	Total amount paid 
	Comments
	Approval of Referent


24) Administrative representative will have to identify and collect information for all patients including bank account details, Identity card and current residential address.
25) Administrative representative will have to establish a payment template, to facilitate payment of patients.
26) MSF will transfer total amount of money calculated from table above to NCTLD bank account.

27) Administrative representative will prepare all individual payments to the respective patients through the payment template previously established after receiving corresponding amount of money from MSF. The Administrative representative will deliver the templates to NCTLP accountant. NCTLP will have to ensure all taxes are paid according to the Georgian law.
*All invoices should be sent to MSF in one general monthly invoice for output1 activities.

2 OUTPUT 2 activities
NOTE: All payment amounts mentioned below are Gross amounts.

2.1 ADMINISTRATIVE WORK IN THE FRAME OF CLINICAL TRIAL (ENDTB OUTPUT 2)

NOTE: clinical trial has a contract with NCTLD which includes:

· The list of staff involved from the TB center and their monthly incentives as per Annex 4 of the contract regarding Output-2 activities.
· Administrative representative will have to identify and collect information for all incentive recipients including bank account details, Identity card and current residential address.

· Fixed monthly overhead cost
· Fees for hospital services – amount to be determined monthly according to the number of consultations, bed occupancy, etc.
28) Administrative representative will prepare monthly invoice** including all above mentioned payments and send it to MSF.

29) MSF project coordinator will approve the invoice. In case of discrepancies, invoice will be corrected and new invoice will be requested from NCTLD.

30) MSF Administrative representative will transfer monthly sum (gross) to NCTLD bank account.

31) Administrative representative will prepare all individual payments to the clinical trial Site Assigned Staff and other payments as per invoice. The Administrative representative will deliver the payment templates to NCTLP accountant. NCTLP will have to ensure all taxes are paid according to the Georgian law.
2.2 TRANSPORTATION MONEY FOR PATIENTS 

2.2.1 PAYMENT

Amount of money for each patient will be calculated individually by MSF, according to the number of trips and distance from home to ambulatory point.

The amount paid to the NCTLD for each patient will be the gross amount. The Administrative representative will need to calculate the net amount to be paid to each patient and the amount in tax to be paid on behalf of each patient.
2.2.2 ADMINISTRATIVE TASKS

32) MSF will provide information to Administrative representative about required payment for each patient as per the table below:

	ID NO.
	Patient Name
	Location/ Distance (km)
	Type of Transport
	Missing days
	MSF Support / day
	Total amount paid 
	Comments
	Approval of Referent


33) Administrative representative will have to identify and collect information for all patients including bank account details, Identity card and current residential address.

34) Administrative representative will have to establish a payment template, to facilitate payment of patients.

35) MSF will transfer total amount of money calculated from table above to NCTLD bank account.

36) Administrative representative will prepare all individual payments to the respective patients through the payment template previously established after receiving corresponding amount of money from MSF. The Administrative representative will deliver the templates to NCTLP accountant. NCTLP will have to ensure all taxes are paid according to the Georgian law.
2.3 ADHERENCE INCENTIVES FOR PATIENTS 

2.3.1 PAYMENT

Amount of money for each patient will be calculated individually by MSF according to the adherence of patient. Patients will entitled to 31.25 Gross per week in case of 100% adherence to treatment during that week (monthly total 125 Gel Gross).
The amount paid to the NCTLD for each patient will be the gross amount (31.25 per week). The Administrative representative will need to calculate the net amount to be paid to each patient and the amount in tax to be paid on behalf of each patient.
Whenever patient misses even a single dose during the week, amount of that week (31.25 Gel gross) will not be paid and will be subtracted from monthly payment
2.3.2 ADMINISTRATIVE TASKS

37) MSF will provide information to Administrative representative about required payment for each patient as per the table below:

	ID NO.
	Patient Name
	weeks with at least 1 missing dose
	Total amount paid 
	Comments
	Approval of Referent


38) Administrative representative will have to identify and collect information for all patients including bank account details, Identity card, and current residential address.
39) Administrative representative will have to establish a payment template, to facilitate payment of patients.
40) MSF will transfer total amount of money calculated from table above to NCTLD bank account.

41) Administrative representative will prepare all individual payments to the respective patients through the payment template previously established after receiving corresponding amount of money from MSF. The Administrative representative will deliver the templates to NCTLP accountant. NCTLP will have to ensure all taxes are paid according to the Georgian law.
**All invoices should be sent to MSF in one general monthly invoice for output 2 activities.
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